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CENPRAL INTELLIGENCE AGENCY REGULATION ! nnmmmnl |

! 3 December 1952
17. PROMOTIONS AND DIECORATIONS FOR{MILITARY PERSONNEL ASSIGNED 10 CIA
A. DPromotions
(1) General

All recommendations for promotion of military persomnel
aosigned to CIA, including those based upon "combat zone
criteria,” will be processed through the Military Pecrsonnel
Division, Personnel Office. The Chiefl, Military Personnel
Division, will provide advice and guldance relative to the
eligibility requirements applicable to promotions in the
Armed Forces,

(2) Officers

(&) Special recommendations for temporary promotion of
officers assigned to the Central Intelligence Agency
wlll be submitted to the appropriate services only in
the following clrcumstances:

(i) When the nature of an individual's assignment
in the Central Intelligence Agency is such that
his true responsiblilities and accomplishments

" cannot be made available to selection boards in

the normal meaner, In such cases, secure processing
of recommendations on a "need-to-know" basis will
be accomplished at+ the times when selection boards
are in session.

(2) When the parent service publishes special, one-time
criteria involving written recommendations for
promotion of outstaniing officers who are not
included in the automatic zone of consideration.

(3) When selection boards are in session considering

~ officers who are in the eligibility zone, or at
any time an officer's performance warranis, special
efficlency reports and/or commendations may be
submitted to augment over-all performance records,

(4) When an individual's service in the Central

- Intelligence Agency is sufficiently outstanding
and meritorious to warrant exceptional consider-
atlion for promotion ahead of his contemporaries.

(b) Recommendations, special efficlency reports, and
commendations may be submitted to selection boards
considering officers of the regular services for
permanent promotion, subject to instructions issued
by the services concerned,
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CENTRAL INTELLIGENCE AGENCY REGULATION ‘ NUMBERl |

17. PROMOTIONS AND DECORATIONS FOR MILITARY PERSONNEL ASSIGNED TO CIA
A. Promotions
(1) General

All recommendations for promotion of militsary personnel
assigned to CIA, including those based upon “combat zone
eriteria,” will be processed through the Military Personnel
Division, Personnel Office. The Chief, Military Personnel
Division, will provide advice and guidance relative to the
eligibility requirements applicable to promotions in the
Armed Forces.

(2) oOfficers

(a) Special recommendations for temporery promotion of
officers assigned to the Central Intelligence Agency
will be submitted to the appropriate services only in
the following circumstances:

(1) When the nature of an individual's assignment
in the Central Intelligence Agency is such that
his true responsibilities and accomplishments
cannot be made availeble to selection boards in
the normal menner. In such cases, secure proc-
essing of recommendations on a "need-to-know"
basis will be accomplished at the times when
selection boards are in session.

(g) When the parent servlice publishes special, one-
time criteria involving written recommendations
for promotion of outstanding officers who are not
included in the automatic zone of consideration.

(3) When selection boards are in session considering
officers who are in the eligibility zone, or at
any time an officer's performance warrants, special
efficiency reports and/or commendetions may be
subnmitted to augment over-all performence records.

(4) When an individual's service in the Central
Intelligence Agency is sufficiently outstanding

and meritorious to warrant exceptional consider-
ation for promotion ahead of his contemporaries.

(b) Recommendations, special efficiency reports, and
commendations may be submitted to-selection boards
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MOV 18 1950

MEMORANDUM FOR: Director of Central Intelligence

SUBJECT ¢ Promotion for Military Personnel Assigned to CIA

l. A review of Agency and Service policies for the promotion of
military personnel indicates that the following conditions should govern
this Agency's ections in recommending or supporting promotions when. the
Agency has determined that such recommendetion or support is necessary,
deserved, or eppropriate:

a. When the nature of the assignment of an officer is such
that his true responsibilities and accomplishments cannot be made
avallable to selectlion boards in the normal menner,

b. when the perent service publishes special one-time criteria
covering officers who are not included in the automatic zone,

c. when selection boards are in session considering officers
who are in the eligibility zone and special efficiency reports or
commendations may be submitted to augment over-all performence
records,

d. when an officer's service with this Agency is sufficiently
outstanding to warrant consideration shead of his contemporaries,
and

e. when regular officers are being considered for permenent
promotions and recommendations, special efficiency reports, or
commendations mey be submitted to the selectiun boards.

2. It is recommended thaet these principles be approved for inclusion
in Agency Regulations.

0

J OLF
Deputy Diréctor

' (Ac. ‘nistration)
APPROVED  -BESARPROVED—m. : E ;i

WALTER B. SMITH

Director NOV 21 1952
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MEMORANDUM FOR: Assistant Director (Personnel)
SUBJECT ¢ Promotion of Officers of the Military Services

1. On 18 September 1952 the Executive Assistant to the Director
(Mr. Earman) sdvised me that the Agency policy with reference to pro-
motion of officers of the militery services on duty with CIA would
be as follows:

a. CIA will recommend the promotion of officers in only
two cases:

(1) When an officer assigned to CIA has been passed
over for promotion by his service, either wittingly or
unwittingly, due to hie assignment with the Agency and
1s actually eligible for promotion according to the
requirements of his particular service, and when there
is definite reason to believe that his assignment to
CIA has prejudiced his consideration for promotion;

(2) Vhen an officer is doing a specific job for CIA
in an excellent manner and vhere he could do a better
Job if he held the next higher grade.

b. The GS position to which an officer of the services might
be assigned in CIA, regardless of whether this grade corresponds
to his military rank, will have no bearing whatsoever on consid-
eration for promotion.

2. These instructions were issued personally by General Smith
today, 18 September 1952, and will be strictly complied with.

25X1A

Lo Ko WHITE ™
Acting Deputy Director
, (Administration) :
cc: DD/I I R
DD/P Att: CAC
Dir of Training
AD/Commo

RESTRICTED
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~ e 1959
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23 g
W‘m Sayt: 5
wm,w 1403\ g | 20 [ ] chief of Military 35X1A
‘ o) Personnel, has the original of this
C,A 0 VG \%ﬂ memorandum (AD/Pers copy)e He states
25X1A ( Lh_l ) WK\ o 78 | L& that there has been some repercussion
T4 - i from the Pentagon due to premature
dissemination of information contained
in bas%g memorandum; that he is taking
5. Eog issud “Br "protesting" the memorandum
Dﬂ {-4 ‘ in part; that he is proposing the
— issuance of a new CIA Regulating
. (undoubtedly supersed:mgb P5X1A
16 May 1951) which will incorporate
some of the "thought" in the attached,
but will be couched in somewhat
C’ /,(,D / D ﬁ /P different language.

/ -/ The Colonel states that his
"protest” is about ready to start on
its way up through channels. His

S recommendation xmokat is that we
withhold any dissemination of policy
stated in attached memo, pending

10. resolution of points at issue or
issuance of new ( bN o

P5X1A
1. 0/1L/52
12.
(5) / M Wa
13, i
-—._......
14, ’
/'
15, \,
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BEP e
MEMORANDUM FPOR: Assistant Director (Personnel)
HUBJ=CT ¢ Promotlon of Officers of the Military Scrvices

1. On 18 leptember 1952 the Exccutive Assistant to &he Dircetor
(Mr, Zorman) advised me that the Agency polley wilth refercuce to pro-
motion of officers of the mllitary services on duty with CIA would
be e follows:

a. CIA will recommend the prowotlon of officerc in only
tWo cescegy

(1) lwen an offlcer assigned to CIA hos been passed
over for promotion by hils service, cither wittingly or
unwittingly, due to his assignment with the Agency and
i1s actuelly eligible for promotlon sccording 4o the
requirements of his particular service, ond when there
iz derinlte renson to believe that his assigmuent. to
CIA has projudiced hils consideration for promotion;

(2) When an officer is dolng o spoedfic job for CIa
in an exeellent monner and vhere he could do a batter
Job if he held the next higher grade.

b. The G5 pozition to which an ofticer of the services might
be assigred In CIA, regordlecs of whother this grode corresponds
to his militery renk, will have no bearing whatsoever on consid-
cration for promotion.

2. These instructions were lusued personally by General Smith
today, 18 September 1952, end will be strictly complied with.

/4/
L. K, WHITE
Acting Deputy Director
(Administration) 5
cos DD/x K4 RTER
DD/P Atts CAO «~ S
Dir of Training . SR

Ap/Como RESTRICTED
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Security Information
30 April 1952
TO t Deputy Director (Administration)

TROM Acting Assistant Director (Personnel)

SUBJECT: Agency Sponsorship of Relief from Military Duty
to Accept Employment

1. PROBLEM.
The Central Intelligence Agency lacks a general policy
statement on civilian employment of officers of the armed .
forces. The need for such a policy increases daily due o .
to the accumulation of a number of specific cases of '
officers on extended duty with the Agency, whose return
to their parent service has been deferred pending decision
by the Agency as to their status.

2o FACTS BEARING ON THE PROBLEM.

2. Requirements for military personnel in the Agency are
supported solely by virtue of the need for military
skills and status. The primary policy agreed to with
the Department of Defense in regard to assignment of
military personnel is the requirement that no military !
personnel be assigned duty which could be performed. by
a civilian,

be Certain military personnel, among whom are officers of
the regular services, have been assigned to the Agency
for extended periods in excess of normal military duty
tours, and have acquired training and experience which
are difficult to replace and which lead the operating
divisions to seek to retain the services i s
in a civilian capacity. In one case, of 25X1A
which was forwarded for your review on 6 March 1952,
the request for Agency sponsorship of this officer's
resignation was rejected,

ce In addition, there is the broader problem of contacting
military officers not on duty with CIA as to employ=
ment possibilities, and the necessity of clarifying the
statutory limitations placed by P, L. 53 on Federal
employment of certain categories of retired officers.,

Dah e by dadi,
Sccurity Information WAy 91 1952
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3. DISCUSSION.

1. With respect to military officers assigned to duty in
CIA, the Agency faces a serious situation whereby efforts
to retain military personnel, not only beyond normal
duty tours but even by means of transfer to civilian
status, could possibly jeopardize relationships with
the Department of Defense, It does not seem advisable
to allow this situation to continue,

2. There have also arisen procedural problems in connection
with contacting members of the Armed Services not on
duty with CIA where policy guidance is required by the
various offices and divisions,

3+ Present Agency regulation on contacting of retired

officers for employment calls for prior approval of the
Director in all cases. It is felt that this regulation
was intended to apply only to those retired officers
subject to the provisions of P. L. 53, which place a
statutory limitation on Federal employment of officers
who have been retired for longevity or reasons other
than disability,

L. CONCLUSIONS.
Policies concerning civilian employment of officers of the
armed forces should be uniform and consistent, and conform,
to agreements and understandings with the Department of
Defenses While the matter is particularly acute with
respect to officers on duty in CIA, guidance is also needed
on employment contacts with the entire military establishe
ment .

5. ACTION RECOMMENDED.
That the attached regulation, which represents an amendment 25X1A
to CIA Regulation [ ]Procurement Contacts, and which
establishes employment policies for Regular, Reserve and
Retired officers, both on duty in CIA and elsewhere, be
issued,

25X1A

MATTHEW BAIRD

Attachment

. Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4




ER-2-9058

15 May 1952

MEMORANDUM FOR: Assistant Deputy Director (Administration)

FROM : Executive Officer for Deputy Director (Plans)

SUBJECT ¢ Agency Sponsorship of Relief from Military Duty
to Accept Employment

REFERENCES t a. Memorandum from Acting Assistant Director

(Persannel) to DD/A 30 April 1952, subject
as above,

b. Memorandum from ADSO to DD/A 13 May 1952,
subject as above,

1. In accordance with your request, reference a, has been
reviewed and the following comments are submitted,

a. DD/P concurs in the comments contains in reference b.
be In addition it is suggested that paragraph B (L) (a) (1)

be revised to delete the words Mor aid® appearing in the first
sentence and that the second sentence be deleted entirely,

Enclosures (2) CHARLES V, HULICK
cce: ADSO
ADPC
CONFIDENTIAL
Sscurity Information
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13 May 1952

MEMORANDUM FOR: Deputy Director for Administration
VIA : Deputy Director for Plans
SUBJECT ¢ Memorandum From A/AD (Personnel) to DD/A,
dtd 30 Apr 52, subject: Agency Sponsorship of

Relief from Military Duty to Accept Employment
(ER-2-88L19)

1. I do not concur in the suggested revision of regulation

there is insufficient leeway granted
Ng a han of regular officers to civilianize to
accept employment with the Agency. It should be recognized that
the number of such officers will probably never exceed one per
cent of those with the Agency. It should also be noted that
those the Agency would sponsor in civilianizing could be demon-
strated as for the general good of the government., Further,
% do not believe that the Agency's relations with the Department
of Defense would preclude assisting a very small handful in
civilianizing. Admittedly, these would be exceptions to the
general rule, but with regulations so written even they would
be excluded.

2. I would suggest that this paragraph be amended by a
statement to the effect that “where the generalwelfare of the
government is affected, exceptions to this rule will be made
upon specific approval by the Director", 25X1A

LYMAN B. KIRKPATRICK
sistant Director
Special Operations

; Appro.ved;For', Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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CENTRAL INTELLIGENCE AGENCY REGULATION

9 August 1951
1. PERSONNEL POLICIES
A. General

(1) It is the policy of the Central Intelligence Agency to develop and maintain
an effective and efficient staff of employees and to develop and maintain
the most satlsfactory relationships between employees and Agency manasgement,
The head of each Office and the Personnel Office within thelr respective
areas of responsibility, will take such steps, consistent with law, as are
necessary to assure that these policles are made effective. This includes
responsibllity on the part of the Personnel Director to assist the Offices
in developing and carrying out sound and adequate personnel programs.

(2) Although the Agency is exempt from the provisions of the Classification
Act of 1949, the Agency shall adhere to the provisions of this Act insofar
as possible, Basic classification principles and compensation schedules
will bve followed in order to assure that employees receive equality of
compensation for work performance.

(3) Employees with veterans' preference and/or with Civil Service status shall
be accorded all rights and privileges granted them under existing laws and
regulations, subject to authority granted the Director of Central Intelli-
gence under the National Security Act of 1947 and such special agreements
as may conflict with such rights and privileges.,

(4) . The most competent persons shall be recruited, selected, and promoted, on the
basis of merit for positions at all levels, There shall be no discrimination
regarding personnel because of favoritism, marital status, sex, race, color,
religion, or external pressure.

(5) (a) There is established a Personnel Policy Board which consists of the
following officials or their designated representatives:

Deputy Director of Central Intelligence - Chairman
Deputy Director (Administration) - Menber
Deputy Director (Plans) - Menmber
Assistant Director (Personnel) - Member /

Recording Secretary

Executive Assistant to the Director

(b) The Personnel Policy Board will review all actions involving promotions,
demotions, transfers and separations of Division Chiefs, Staff Chiefs
(Division level), and above. The Board will also review, prior to sub-
mission to the Director, all requests for employment with the Agency
of retired commissioned or warrant officers of the armed services as
authorized by P.L. 53, 82nd Congress.

25X1A

pepucy pIrecpgor —mrrective: 9 August
(Administration) Reseind : Page 1 ofgéi?:]25x1
12 July 1
~1-
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19 June 1951

MEMORANDUM FOR: Deputy Director for Administration

SUBJECT :  CIA Regulation 25X1A

1. It is recommended that this regulation be changed,
with particular respect to paragraph 1. D. It is suggested that a
sub=paragraph (3) be added reading somewhat as follows: "Promotions,
demotions, transfers and separations of all employees of Division or
Staff Chief level and above will be forwarded to the Personnel
Policy Board for review prior to submission to the Director. This
Board shall consist of the Deputy Director of Central Intelligence,
Deputy Director for Administration, Deputy Director for Plans, or
their designees, with the Executive Assistant to the Director as
Recording Secretery.

o 2, It is further recommended that with respect to
<. CIA regulation be rescinded. 25X1A

25X1A

WILLTIAM W, JACKSON
Deputy Director of
Central Intelligence

Approved For Release 2003/04/17 : ACIA.-RDP81-00728R000100130006-4"
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B. Procurcment Contacts

—

(L) CIA officials may not discuss CIA employment possibilitics with an
employee of another U.S. Government agency or an cmployee of the Congress y except
under conditlons stated below:

(a) The other agency employce must present written permission to
seek employment elsewhere, sipned by an official of his agencyy vho is empowered
to. grant such authorization. Any dowbt will be settled by conthcting the Person-
nel Office of the other agency concerned, prior to any discussion of cmployment
possibilitics, Or ———

(b) The CIA official desiring such discussion may contact directly
or through the CIA Personnel Dircctor the Persomncl Office of the other agency
concerned and obtain permission to explore CIA employment possibilitics vith an
employee of that agency.

(¢) Discussions which are properly cleared and awthorized will not
involve actual employment or salary commitments, eicept on the part of a CIA ofw-
ficial who has the delegated authority to make such commitments, In no cage will
a salary commitment be mnde by any CIA official in excess of the current salary
of the prospective employee in the agency by which currently employed.

(2) To avoid any possibility or implication of proselyting on the part
of CIA, the instructions conbtained in'B (1) above vill be literally interpreted
and strictly adhered to in every case, regardless of the circumstances.

(3) Authorization will be obtained from the Office licad of the Office
currently employing a CIA employee prior to discussing with such employee a pros—
pective position in another CIA Office.

(L) CIA officials may discuss with prospective applicants,other than as
indicated in B (1) above, the possibility of employment by CIA, provided that
such discussions do not involve specific salary levels or commitments for actual
employment by CIA, unless the official concerned has the delegated authority to
make commitments,

IN oveRT 0R SEMi-COVERT CAPACITY
(5) Bach contactfor discussion with any individual which involwves his
possible employment by CIAjand which is not handled by officials of the Personnel
Director!s Office will be immediately reported to the Personnel Dircctor with a
brief statement of the circumstances.

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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o CENTHAL TNPELLTOENCE AGENCY
Washington, D. C,

25X1A
NOTTCH

19 August 1952

SUBJECT:  Standardizetion of Agency Administration of Urade G5~16,
G8=17, and (iS5-18 Positions.

1. DLffective immediately, all actions in commection with Grade
08-16, 08-17, and (S-10 positions will be submitted to the Director of
Cenlral Intelligence for anproval.

2, To assist bthe Director in this matter, a Review Board is es-
tablished, consisting of the Assistsnt birector (Personnel), as Chairman,
the Coftroller, and the desiwmabed representatives of the beruty Director
(Intelligence), the Depuby Director (Plans), and the Deputy lirector
(Administration).

3, The Review Board shall insure that adopted requirements and
standards are met, and review the justification for the establishment or
reclassification of any position at surer-grade level, The Board shall
make its recommendaiions to the Director of Centrsl Intelligence.

L+ All actions alfecting Crade G8=16, (S~17, and 05-18 positions
shall be signed by the Deputy bLirector concerned and forwartdad to the
Personnel Director for appropriate processing and transmittel to tie
keview Board. The Personnel Office shall subject all super-grades to the
same procedures as are applied to standard grade positions. The Review
Board in conjunction with the Personnel Office shall review all present
super-grade positions, and make recommendations for corrective action,
including downgrading, if appropriate.

%, ‘'The Persomnel Uffice shall maintain all necessary records, in-
cluding personnel ceiling records, as may be required by the Review Board.

25X1A

6. ‘The provisions of paragraph 2A of CIA Repulation are
modified accordingly, pending a revision of the Regulationm.

FOR THE DIRECTOR OF CENTRAL INTRELLIGENCE:

WALTTER REID WOLF
Deputy Director
* (Administration)

DISTRIBUTION NO. 3
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3.

A9 W/?SJ/

CHANGES IN PERSONAL STATUS

A.

Personnel Information Card File (See CIA Regulation No. 25X1A

(1)

(2)

(3)

There 1s established within the Agency a Personnel Information Card File
containing a Personnel Information Card for each CIA headquarters employee.
This file will be used to obt: . essential information required to:

§a3 TFacilitate the Agency's emergency planning program.

b) Prepare the CIA telephone directory.

(e¢) Maintain current telephone and address files.

(d) Notify appropriate Agency components of personal status changes wlth
vhich they are concerned.

(e) Provide each Office head, when requested, with machine listed

personnel rosters.
The Machine Records Branch, Administrative Service will: b

(a) Establish and meintein & mester Personnel Information file and furnish
each Office head with a Personnel Information Card, Form No. 37-6,
for each employee under his Jjurisdiction.

(v) Upon receipt of a change, prepare a new or corrected card for the
office concerned, and notify appropriate components of the Agency
of such change. '

(e¢) Upon request, furnish each Office head with a roster containing the
following informetion for each employee under his Jurisdiction:

(L) Name

(2) Office designation
(3) oOffice telephone
(k) Home telephone
(5). Office address

(6) Home address

Each Office head will:

(a) Direct the maintenance of an office personnel information file in a
manner which will provide for & bi-weekly verification thereof, normelly
on pay days.

(b) Designate appropriate personnel to notify the Machine Records Branch
whenever an employee:

Reports for duty

Changes office address or telephone

Changes home address or telephone

Transfers to another component of the Agency
Separates from the Agency

Changes marital status

Changes name
“l- MAY 1 195
CONFIDENTTAL ks
N Secqpity Informgtion
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CENTRAL INTELLIGENCE AGENCY REGULATION

(4#) Procedures for maintein: - sonnel Informatlon Card File are contained
25X1A in CIA Regulation No.

B. Changes in personal status which require action and/or inclusion in official
personnel files will be reported to the Personnel Office. These changes and
the forms on which they should be reported are:

(lg Change of Name - Form No. 37-1 or No. 37-3 in duplicate,

(2) Marriage-Form No. 38-1 (Sections 1A, 3, 4, 8, 9, 10, 11, and 26) in
duplicate.

(3) Change in designation a.nd/or address of person to be notified in case of

emergency - By memorandum signed by the employee concerned and submitted

through appropriate office channels, ‘

C. Bach employee shall promptly notify the eppropriate official within his Office
of any change in his personal status or person to be notified in case of

emergency.
~ ’\U}W 25X1

Deputy Director Effective: 49 Qpld! 2537
(Administration) Rescind : Pagfs 1-2 of
25 September 1951

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

-

-

CONFIDENTIAL
Security Information
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e

CENTRAL INTELLIGENCE AGLNCY REGULATION NUMBEH]

D. In Addition to C., above, the following changes will be reported to
the Personnel Office:

(2) Marriage - Form No. 38-1 (Sections 1A, 3,L,8,9,10,11, and 26) in
" duplicate.

!

j (1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate.
| .
| [(3) Change in designation and/or address of person to be notified in o
[ case of emergency - by memorandum through appropriate Office

channels,

: E. Each employee shall promptly notify the appropriate official within
| his Office of any change in his personal status,

e

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Effective: ‘
Rescind : Page 2 ofl ‘ 25X1
25 September 1951

-2=

CONFIDENTIAL | MAY i6h0
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CLENTRAL JNTELLIGENCE AGLNCY REGULATION

D. In Addition to C., above, the followlng changes will be reported to
the Parsonnel 0ffices

. (1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate.

(2) Marriege - Form No. 38-1 (Sections 1A, 3,k4,8,9,10,11, and 26) in
duplicate.

( [(3) Change in designation and/or address of person to be notified in
| : case of emergency - by memorsndum through appropriate Office
channels, -
0 E. Each employes shall promptly notify the appropriate officizl within

: his Office of any change in his psrsonal status.

FOR THE DIRECTOR OF CHENTRAL INTELLIGENCE:

I do (@emmed) concur in the ahque Heoulation.

’4/ L(/a//( Y 25X1A

s aﬁ“\'\ S
Ly 9 . CONFIDENTIAL
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TO t Chief, Organization and Methods Service DATE: 2l January 1952

FROM Deputy Personnel Director 25X1A

SUBJECT: Amendment of CIA Regulation tr

25X1A

1. There is attached a proposed amendment to CIA Regulatioy
to provide for reporting of changes in designation or address of
an employee's emergency addressee (next~of-kin). This recommendation
was stimulated by the Depuly Assistant Director for Operations
through his memorandum dated 16 January 1952, a copy of which is
attached.

2. The proposed amendment does not establish formal procedures
for notification of next-of-kin. Such procedures will be drafted
by this office in the near future; however, it is desired to take
immediate action to correct the deficiency noted in paragraph 1 of

25X1A memorandun. ' .

25X1A

Attachments: Draft of change
Copy of DAD/0O memo

Appfoved For ReleaSe 003/04/17 : CIA-RDP81-00728R000100130
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Assistant Director, Personnel
Deputy Assistant Director for Operations
Pergonnel Records and Notification of Nexteof-Kin

1. Two employees of this Office have recently asked what procedure they
should follow in changing the designation (or address) of their next-of-kin
as recorded by the Agency for purposes of notification in case of accident.
A review of CIA Regulations has disclosed that no routine procedure or form
has been established for reporting such changes. It seems that Section 26 of
the Personal History Statement (Form- 38-1) i3 the only official record provided
to the employee for such designation, and that no instructions have been lusued
by the Agency that each employee 1s responsible for keeping: this section of the
Personal History Statement up~to~date. OIA Regulation Para B requires STAT
reporting of changes of "personal status" without indication of what is ineclvded
.in the term. This regulation also ostablishes the Personnel Information Card
(Form 37-8) for various purposes, including emergency planning, but makes no
provision for changes in address or designation of next-of-kin. Other forms
concerned with- "changes in personal status" such as Form 37-1, and 37=3 do not
provide for it, and the requirement that employees recomplete certain sections
of Form 38=-1 upon their marriage would take care of such cases only,

2. We assume that the regponsibility for official notification of nexte
of-kin in case of employee accidents or death rests with your Office, and that
the necessary records will also be maintained centrally. We shall therefore
take no action to assemble up-to-date information from Office of Operations
employees pending further instructions from your Office. It is suggested that
any procedures established on this subject should contain the provision that
the Chiefs of overseas field stations are: responsible for direct notification
of next~of-kin and for maintaining the requisite records for foreign national
and unclassified employees under their command. It is believed that procedures
. currently followed with respect to classified U.S, employees at overseas field
. gtations are satisfactory.

25X1

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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CENTRAL INTELLIGENCE AGENCY REGULATION

reported to the Personnel Office:
(1) Change of name - Form No. 37-1 or No. 37-3 in duplicate,

! De 1In addition to C. above, the following changes will be

! (2) Marriage - Form No. 38-1 (Sections 14, 3, L, 8, 9, 10,
| 11, and 26) in duplicate.

|

(3) Change in designation or address of emergency addressee
(next-of-kin) - by memorandum through appropriate
administrative channels.,

CONFIDENTIAL
Security Information
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CENTRAL INTELLIGENCE AGENCY REGULATION

29 Septenber 1951
3. CHANGES IN PERSONAL STATUS
A. Personnel Information Card File

There is established within the Agency a Personnel Information Card File
containing a Personnel Information Card for each CIA headquarters employee.
This file will be used to obtaln essential informsation required to:

(1) Facilitate the Agency's emergency planning program.

(2) Prepare the CIA telephone directory.

(3) Maintain current telephone and address files.

(k) Notify appropriate Agency components of personal status changes
with which they are concerned.

(5) Provide each Office head, when requested with machine listed personnel
rosters.

B. The Machine Records Branch. Administrative Services Office will:

(1) Esteblish and maintain e master Personnel Informetion file and furnish
each Office head with a Personnel Information Card, Form No. 37-6, for
each employee under his Jjurisdiction.

(2) Upon receipt of a change, prepare a new or corrected card for the Office
concerned, and notify appropriate components of the Ageney of such
change,

(3) Upon request, furnish each Office head with a roster containing the
following information for each employee under his Jurisdietion:

(a) Neme

(b) Office designation
(c) oOffice telephone
(d) Home telephone
‘(e) Office address

(f) Home address

C. Each Office head will designate appropriate personnel to notify the Machine
Records Branch on Form No. 37-6, whenever an employee :

(1) Reports for duty

2) Changes Office address or telephone.

(3) Changes home address or telephone.

(k) Transfers to another component of the Agency.
(5) separates from the Agency.

(6) Changes marital status.

(7) Changes name.

D. 1In addition to C., above, the following changes will be reported to the
Personnel Office:

CONFIDENTIAL 0\\{
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LS bvr_(d«luwvl’r&/’?ﬂ

(1) Change of Name - Form No. 37-1 or No. 37-3 in duplicate.

(2) Marriage - Form No. 38-1 (Sections IA, 3, 4, 8, 9, 10, 11, and 26) in
duplicate.

|

E. Each employee shall promptly notify the appropriate official within his Office
of any change in his personal status.

|

25X1A

DeFaTy bire:;éf Effective; 15 ftimien 195/
(Administraion) Rescind : Page 1 of 25X1
1 April 1951

CONFIDENTIAL
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28 August 1951

MEMORANDUM FOR: Deputy Director (Administration) .

SUBJECT Establishment of Personnel Information Card File

' 1. There is submitted herewith proposed revision of CIA Regula-
tion No, in Personal Status, together with suggested
CIA Notid The purpose of the revised Regulation is to
establish a Personnel Information File aud the Notice outlines the
procedures for maintaining the file on a current basis.

2. The attached are revisions of drafts submitted for con-
currence on 17 August 1951 and include minor changes requested by
various operating Offices to clarify the meaning.

3. Comments from operating Otffices which have not been included
in the revisions are as follows:

8, The Director of Training suggests a revision in paragraph
3 of the Notice to provide for a verification of the file "by the
individual office each payday - bi-weekly or monthly depending
on the pay period."

b. The Deputy Assistant Director for Operations suggests:
"Unless a firm decision has been made, it is suggested that the
frequency of verification required (bi-weekly according to pera-
graph 3 of the procedure paper) be reconsidered. It is suggested
that checking for accuracy at longer intervals, perhaps every
four weeks (or every other pay period) may be deemed adequate."”

All other Offices have concurred in the present wording which calls for
a "bi-weekly verification thereof, normally on payday."

L, Comments and concurrences from the followlng Offices are
sttached:

&e. Concurrence without comment

oc1 I&S

0SI Genersl Counsel

ONE Auditor

ORR Comptroller :

Procurement Medical !

Personnel ‘ :
-1l -

CONFIDENTIAL
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b. Concurrence with comment:

OPC Administrative Sexvices
050 Training
00 oCD

5. No comments were received from the Director of Commmnica-
tions and concurrence by that Office is, therefore, assumed.

25X1A

Acting Advisor for Management

Attachments:
25X1A CIA Reg.

CIA Notic

Concurrences

-2 -
CONFIDENTIAL
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21 September 195L. . ifick

MEMORANDUM FOR: Deputy Director (Administration) ,:f’//v

SUBJECT: Change 3n Personnel Status _—

£
c
s

le This paper has full concurrence and includes General“
Davison's. . R

No. 37-1 and Form No. 37-3 be furnished in quintuplicate, which

has been reduced to duplicate, and re-concurrence is not neces-

sarye. This paper sets forth a routine day by day procedure

whereby all changes of status of Agency personnel will be report-

i ed at least every pay-~day. This procedure will simplify all status

i changes reports by funneling them to one place where they will be
tabulated by machine methods, and changes printed by IBM machine
and furnished to all interested Agency segments.

i

I

! 2. Coordinated and concurred in paper required that Form
|

3. Thils procedure considerably simplifies existing proce-
dures, but more important, provides the first real guarantee that
individuals who have change of status will. report it, and the
Agency segments who have the need of this information will get it
promptly. The following activities will benefit principally by
this procedure:

Inspection and Security

Personnel

‘ ‘ Finance

; Emergency Planning

g Administrative Services (for telephone and address
changes)

Secondary benefit: All offices,

25X1A

. wdf
PS = Glad you questioned the quintupl e; apparently missed
all around. No Justification at/all for five copies.

| | SEP 24 195

! ) . Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4




25X1A Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4

Next 2 Page(s) In Document Exempt

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4



Approved For Release 2003/04/17 &lﬁ;MTZSROOMOMISOOOBA

5. The Machine Records Branch, upon the receipt of Personnsl Information
Cexd will, when appropriate, process new cards, forward them to appropriate Offices,

and notify all components of the Agency of changes with which they are concerned.

CONCURRENCES 3

25X1A

o




25X1A
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5. The Machine Records Branch, upon the receipt of Persomnel Informstion
Card will, when appropriate, process new cards, forward them to appropriste Offices,

and notify all components of the Agency of changes with which they ave concerned,

CONCURRENCES &

CONFIDENTIAL




25X1A
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CONPIDEHTIAL
9+ Tho lechios Regords Branch, upen the receipt of Fersonuel Information Coxd
wm,‘ vhon sppropriste, procsss nsw cords, forwerd them to appropriate Offices, and
notify all components of the Agensy of changes with which they ore concernad.

CONCURRENCES s
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5. ‘The lechios Hecords Dronch, upon the receipt of Fersonpel fafarmation Card
will, when appropriate, procecs new earde, forwaxrd them to agpropriate Offiesn, and
notify all compovenis of the Agensy of chunges with whechk they wre concarned.

COMCURREBHCES s

25X1A

For g 2N

o
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5. The Mmchine Records Branch, upon the receipt of Personngl Information
Card will, whoen appropricte, process new cards, forward tham to appropricte Offices,
and notify all components of the Agency of changes with which they are concernsd.

. Y, OINE- 31ty

CONCURRENCES ¢ \

CONFIDENTIAL
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Sy Uke Machdee Reccods Dwemel, upon the seceipt of Perasoael Tefoswntion
Cord will, vhon mppropslsle, procsus pow cards, fomwmpd them to appropriate OPCLows,

and aatlly all eowponsnbs of the Agwney of ohapgpos wlik whlol Shey nre contermed,

CORRIJRRIROES »

25X1A L%W%@/W
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S, The Meaohine Tecords Beanch, upon the receipt of Perscanel Tnformmaticr
Cory! will, whon eppropriote, process new coxds, forwerd them to oppropriste 0fffe:e,

arel potdfy add componentes of the Sgenoy of changes with which they nye coneorned.

CORTURREICRS

25X1A SO < i
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5. T fochine fecords Brunch, upon fhe reeaipt of Fersonnel Informatiosn Coxd
will, whan approprinte, pmocess new eards, forvard them to appropriate ftices, and
potify sl)l componsnts of tho Agency of chenges with which they are concernsd.

CONCURRRRCES 1

25X1A
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e
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TO :  Advisor for Management DATE: 2l August 1951
FROM Director of Training

SUBJECT: Review of Attached Drafts

1., Forwarded for consideration.

2. The rewording suggested by paragraph 3 a of AD/TRC
memo of 2L Aupust is concurred in.

3. It is suggested that the below sentence be inserted ILLEGIB
between the present first and second sentences of page 1,

STAT paragraph 3 A (Draft ‘No.|:|:

"This Personnel Information Card File is in
addition to the Personnel Status Files now
maintained by Machine Records Branch, Admini-
strative Services Office,"

STAT

/e~ _MATTHEW BATRD

B | | | | U8 24 195,
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2l bugust 1951

PENORAND FOR: DIRECTCR OF TRAINING

SUBJECT Review of ftteched Drafts .
REFERENCE: a.  CIA Regvlatio Drelt, 15 fugust 1951 25X1
b, CIA Wotice aft, 15 August 1951

/(’:\ L’L"' A
o . . . e &

1. Qelference s above, the csbeblichment of this [ile wes R VA
digcussed at o weeting of Administretive Officers sbout one year jio N e
ago., The intent at thet time was Lhat Lhe file would serve r\ utry
primarily as a Jocator and perscnzl infermztion file end not ILLEGIB

an officisl "personnel status" file (see parsgraph 3).

2. I believe it is dmportent to make the distinction in
the regulation itself that this is merecly a locetor file becaus
official personnel information is mainteined by the Mechine
Records Branch in @ separéte file. Information for the officia
file is Turnished exclusively by the Personnel Divisione and méy
often vary from the unofficial informetion pleced on this Persomnel
Information Cerd File by the various operating offices, €efle,
official T/0 assignment, cxact dates of transfers snd terminations.

3. Reference h. above, concur that the individual office must
be responsible for keeping the informstion in the file up to date.
Suggested revisions and comments: (7

.

&. Paragraph 3, sentence 2: Reword "in a manner which /
vill provide for a verification by the individual office
esc@ pay doy —-bi-weekly or monthly depending on the pay
period," f

) nff‘\: -

be Paragreph b (b) (3): Individuael office may not know L9 .°
the effective detes of resignetions since the exzct date is -~ °
usually set by Personnel Division.

25X1

fdministrative Officer; AD/TRC
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pproved For Release 200 DP81-00728R00
TO + Advisor lor Management DATE: 23 Aupust, 1951
FROM : Acting Chief, Administrative Services
SUBJECT: Comments on Regulation Number I:land Notice Noa 25X1
ILLEGIB

1. The following comments are submitted on the above-
mentioned regulation and procedure:

(2) On page 2, Item C, of the regulation, it
is suggested that the responsibility for reporting
additions and changes to the liachine Hecords Branch
be limited to one person in an office. The word
"office" is sometimes confusing and results in many
prrsons assuming responsibilities wiich were not
intended, The Administrative Officer of each office
may be the proper person to report changes to sachine
Records Branch.

STAT ILLEGIB
(b) Under parsgraph 3-C of Regulation it is
suggested that the following be added:

(7) Changes office address or telephone,

(¢c) Under paragraph 3-E it is suggested this
sentence be changed to the following:

"Bach employee shall notify the Appro=cy .-
priate official within his office, daily if = .
necessary, of any change in his personal
status as indicated in C and D above,"

(d) The Administrative Officer or other person
designated to be responsible for personnel records
should indicate on each Ynew" card whether the
employee's name is to be included in the telephone
directory or not, 25%1

(e) On page 1 of Notice Number E;;:J reference
is made in paragraph 1 that the Mach ecords
Branch will distribute cards to office heads for
all employees under their jurisdiction. e believe
that the original distribution sbould be made by
your office, who would explain in person the proposg
procedures.

I CONFIDENTIAL UG 24 155H
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ILLEGIB
Advisor for Management 23 August 1951

25X1A (£) On page 2 of Notice Number |:| there does not
seen Lo be any provision made for the office to have a
record during the interim whon new or corrected cards v
have been sent to the Machine Records Branch for '
processing.,

2. Tuis office concurs with the repulation and the procedure
attached with the exception of thiose comuents indicated in one
above,

25X1A

ibt, ILLEGIB

25X1A
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g o
STANDARD FORtM NO, 04 R ﬁ “ F1

i

hpoeot
Oﬁ Appgoyed For Release 2 3/04/17H:F"Ciﬂ-kbw‘i#00728R000100130006-4
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CINROTANAUII] » UNITED STATES GOVERNMENT

Mvigor for lanagement paTE:  2d AUG 195)
Deputy Asslslbont birector Lor Operations
CLA Regulation - Propoged draft dated 15 August 1951, with

abtached draft of proposed CIA Notilce, subject: Procedure for
Estoblishment and kaintenance of Personnel Information Tile

1, As requested by kenagement (Mrs. :’ in conversation ILLEGIB
of 17 /upust 1951, subject draft repulstion and its attached draflt
procedure poper have been reviewed by this Office. We concur with
both papers but submit the suggestions noted below.

2. hs wrilbten, neither paper defines the aren covered: nersomme

STATSPEC

ILLEGIB

suggested thot the subject papers so state,

3¢ It is understood that, under paragraph li(c) of the procedur
paper, "through proper Office chonncls" may be interpreted to mean
direct from OO0 divisions to the liachine Records Branch, L

b

-

lie Unless a firm decisioén has already been made, it is suggested
that the frequency of verificalion required (bi-weelkly according to /
paragraph 3 of the procedure paper) be reconsidered. It is suggested
that checking for accuracy at longer intervals , perhaps every four
weeks (or every other pay period) may be deemed adequate.,

25X1A

GONFIZATIAL

AUt 2 %1
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23 Murust 1951

MEMODANDUM TOR:  Advigoer for Mensgenent

FTOM: Asgigtent Director, C&D

SURJFCT: Irafts of CIA Repulation :| 25X1A

Notice No. [ | 25X1A

1. This Office concurs in the drafts of the sroposed CIA
25X1A Pequlation No.[ Jand the lotice explaining the procedure but
sugpests the following changes bafore publication:

25X1A Remlation | - Mdd to changes listed: "(7) . ., &
Changes office zddress or telephone". This item &7
is included in paragraph B, but omitted in para—
graph C.

25X1A ‘ r
No. ) - Use = term such as "ot Lpplizablen o e
instead of "Incorreet Carda" to aveid confusion with v
the group of cards requiring corrections.
25X1A
TSR . JIIOTeWS \
! ! ! ;
| CONFIDENT (AL AUG 23 g

I
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CONFIDENTTIAL
5. The Moechine Records Branch, upon the recelpt nf Personnel Tnformation
Caxrd will, when eppropriate, process new cards, forward them fo appropriate Offices,

and notify all components of the Agency of changes with which they are concerned.,

CONCURRENCES

— /b‘,‘&fw L%

ofale &4‘- p /;j
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SLUUREY mNroRMATION
18 October 1951

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: Revision of CIA Regulation
CIA Regwlation
25X1A CIA Regulation
CIA Regulation
of CIA.

1. The attached Regulations have been rewritten to delete
reference to the Personnel Policy Board and to transfer authorities
formerly vested in that Board and some of the authorities formerly
vested in the Personnel Director to the Assistant Director (Personnel).

25X1A The revision of Regulation No[ ___ |includes the new procedures for
initiating personnel action requests.

2. The above chenges were requested by the Assistant Director
(Personnel) and he has cancurred in the changes made. :

25X1A

3. CIA Notice No. dated 20 August 1951 has been included as

25X1A paragraph B (1)(f) of C]Quation No.[ | This Notice established
the effective EOD date for new overseas appointees.

25X1A

Q .?viaor Tor Manegement
-

Yo AL Py
MR

\\
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Oﬁic@ V50727000777 °< "ONTTED STATES GOVERNMENT

TO
FROM

SUBJE

Assistant Director (Personnel) DATE: 11 October 1951

¢ Advisor for Management

CT: Revislon of CLA Regulation 25X1A

1. Pursuant to your memorandum of 4 October 1951, there are attached
hereto for your comment and approval revisions of CIA Regulatlions Nos.J.Il 25X1A
and [___Jwhich have been rewritten to delete reference to the Personne!
Policy Board and to transfer authoritles formerly vested iIn said Board and
the Personnel Director to the Assistant Director (Personnel). The revision
of Regulation No. |:|also includes the new procedures for initiating personnel
action requests.

2. Revisions of CIA Repulation Nos.| | are also attached.
These have also been rewritten to delete reference to the Personnel Policy
Board and to transfer the funcllons formerly vested in said Board and the
Personnel Director to the Assistant Director (Personnel),

3. References to the Persomnel Director are also contalned in CIA
Regulation Nos. | ] It will be comparatively
simple for this Office to correct these references to read "Assistant
Director (Pcr sonnel)," but the reproduction process will require more time.
It is therefore suggested that you review these Regulations and advise this
Office whether there are any other changes which should be made.

25X1A

Attchs.

App'roved For Release 2003/04/17 : C'IA-RDP81-00728R00010013000644" ‘
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CENTRAL INIBLLIGENCE AGENCY REGULATION

j L. PERSONNEL POLICIES
5 A. General

‘ (L) It is the policy of the Central Intelligence Agency to develop and maintain

! an effective and efficient stafi of employees and to develop and maintaln

| the nmost satisfactory relationships between employees and Agency management.

{ The head of each Office and the Personnel Office within thelr respective
areas ol responsibility, will take such steps, conslstent wilth law, as are
necessary to assure that these policies are made effective. This_includes
responsibility on the part of the /Assistant Director (Personnel)/ to assist
the Offices in developing end carrying out sound and adequate personnel
programs .

i (2) Although the Agency is exempt from the provisions of the Classification Act
of 1949, the Agency shall adhere to the provisions of this Act insofar as
possible. Basic classification principles and compensation schedules will

: be followed in order to assure that employees receive equality of compen-

' sation for work performance.

(3) Employees with veterans' preference and/or with Civil Service status shall
be accorded all rights and privileges granted them under existing laws and
regulations, subject to authority granted the Director of Central Intelli-
gence under the National Security Act of 1947 and such special agreements
as may conflict with such rights and privileges.

; (4) The most competent persons shall be recruited, selected, and promoted, on
' the basis of merit for positions at all levels. There shall be no dis-

, crimination regarding personnel because of favoritism, marital status,

: sex, race, color, religion, or external pressure.

B. Procurement Contacts

(1) CIA officials mey not discuss employment possibilities with an employee
of another U, S. Government Agency or an employee of the Congress, unless:

‘] (a) The applicant presents a written st.tement, signed by an authorized
' official of his Agency, granting the employee permission to seek
employment elsewhere. Any doubt as to the authenticity of the state-~
ment shall be referred to the Personnel Office of the agency concerned
for clarification.

(b) An Office head or his authorized representative has obtained, either
directly or through the CIA Personnel Office, permission from the
Personnel Office of the other agency to Jdiscuss employment possibilities
with an employee of that agency.

-1-
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j CENTRAL INTELLICENCE AGENCY REGULATION |
!
|
|

(e) Actual employment or salary commitments are not mede, except on the
g part of a CIA official who has been delegated authoxrity to make such
j commltments. In no case will a salary commitment be made by any CIA
official in excess of the current salary of the prospective employee
in the agency by which currently employed.

(2) To avoid any possibility or implication of proselyting on the part of CIA,
the instructions contained in B (1), above, will be literally interpreted
and strictly adhered to in every case, regardless of the circumstances.

(3) Authorization will be obtained from the Office head of the Office currently
employing a CIA employee prior to discussing with such employee a prospective
position in another CIA Office.

i
! (k) CIA officials may not contact retired commissioned or warrant officers of
the armed services, or those contemplating retirement, for the purpose of
discussing employment possibilitles with the Agency without prior approvel
| of the Director. ZBequests for consideration of such persons for employment
| will be transmitted to the Assistant Director (Personnel), who is responsible
for meintaining adequate controls of employees in this category and will
submit such requests to the Director._]P

(5) CIA officials may discuss with prospective applicents, other than as in-
dicated in B (1) and (4), above, the possibility of employment by CIA,
provided that such discusslons do not involve specific salary levels or

X commitments for actual employment by CIA, unless the official concerned
: has the delegated authority to make commitments.

(6) Bach contact or discussion with any individual which involves his possible
employment by CIA end which is not handled by officlals of the Personnel
Office will be immediately reported to the /Assistant Director (Personnelﬂ
with a brief statement of the circumstances.

C. Appointment

(1) Positions shall be filled by direct recruitment rather than by certification
from the Civil Service Commission.

(2) An individual without prior U. S. Government service shall be carried in a
trial period stetus for the first full year of his employment. Service in
the personnel pool for pruvisionally cleared personnel shall not be credited
toward the trial period.

(3) An individual with prior U. S. Government service who has served under war
service or excepted appointment shall be required to serve the first six
months in a trial period status.

(4) During the trial period, the employee shall receive specisl attention and
instruction to acquaint him with his duties and to develop his ability to
perform his work in the most satisfactory manner.

-
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H

(5) An individual with Clvil Service status shall be appointed by transfer
or reinstatement without time limitatlon or trial period.

(6) All appolntments and assignments are subject to the prior security approval
of the Inspection and Security Office.

D. Promotion

(1) Promotions shall be governed by the needs of the Agency and by the perform-
ance of the individual.

(2) Every effort shall be made to flll newly created or vacant positions by
promotion from within the Agency before external recruitment 1s undertaken.
Lach Office shall assist in devising and meking known to its employees
practical programs for essigmments and promotions in order to take full
advantage of their accomplishments and capabillities., These plans will be
coordinated with the career management program of the Training Office.

=]

Obtaining Civil Service Status

Under certain conditions it is possible for an employee to obtain permanent
Civil Service status while serving with this Agency. Each case is handled
on an individual basis.

F. Employee Organizations

An employee shall have the right to join, or refrain from joining,lewful employee
organizations, except when an employee's membership in such an orgenization would
conflict with the interests and requirements of his duties in the Agency.

G. Employee Loyalty

Employees shall be protected from unfounded accusations of disloyalty through
an established Loyslty Review Board.

H. Separation

(1) 1If after the trial period the level of performance of an appointee is
deemed inadequate, he shall be reassigned to a position of lower grade
. or separated from the Agency. Continued employment after the trial pericd
Y is conditioned upon continued satisfactory performance.

(2) The Director of Central Intelligence may summarily terminate the employment
of any officer or employee of the igency whenever he shall deem such action

necessary or advisable in the interests of the United States under the pro-
visions of the National Security Act of 194T.

3
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CENTRAL INTELLIGENCE AGENCY REGULATION

I. Inquiries Regarding Personnel or Personnel Matters

(1) A1l inquiries regarding personnel or personnel matters, either written or
verbal, from the White House, members of Congrese, or committees of national
political parties received by an employee or Office of this Agency shall be
referred to the General Counsel for action and reply.

(2) Action on all other ingquiries regarding personnel or personnel matters
will be taken by the Personnel Director.

J. Outside Employment

Employees must obtain Agency approval before accepting outside positions in
addition to their responsibilities with the Agency.

25X1

25X1

— Députy Direcfor Effective:
(Administration) Rescind : All previous
editions of

b
CONFIDENTIAL
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8 Uctober 1951

[EAORANDUM FOR:  Advisor Lfor ranapenent

FROM: speclal Assistant AD/P
SUBJECT: Lequested Chanres in CIA Regulations

1. Conliraing telephone conversation this iorningr
with it is sugpested Lhat the attached
proposed changes in the above repulations be handled in

two bites rather lhau one. Fliwdnation of the Personnel

Policy Board as covered in l.ie. (5) of the present [:::]
and the submission ol new procedurcs [or initiating,
authorizing and approving vequests For personnel aelion
as covered in the proposed chang
Regulation [ Jare all clear and should ro ahead as
rapidly as possible.

2. 'The recomsended changes in paragraph 1. B. of

covering Procurciuent Contacts need to be cleared
personally Ly virs Wolf with tGeneral Sudthe

2e Clarification on the vrocedures on initiating
personnel requests is badly needed and for this resson
it is suggested thet we <o ahead with this change and
not hold it pending iir. Vwolf's return to discuss the
second change with Ceneral Sidith.

Le Ve are suzgesting the chenge in wording indica-
ted in pencil in paragraph 2. iA. of and that jgg
parenthesis around the second sentence in paragraph D.

(2) of [ ]ve deleted.

yrmammmaT e g
ARCGERTIA
Wi bl d e

es in parazraph 2. f. of

25X1A

25X1A

25X1A
25X1A

25X1A
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1.

employment possibilities may

REVISION OF POLICY COVERNING THE APPOINTMENT OF
PERSONS EMPLOYED BY THE FEDERAL GOVERNMENT

Under CIA Regulation |(Paragraph B, "Procurement Contacts"),
be discussed with a person who is already

employed by the Federal Government only upon presentation of a written state-
ment from his agency authorizing him to seek other employment, or if otherwise
authorized by the personnel office of such agency. In addition, transfers of
personnel from other Federal establishments which involve promotions are
explicitly prohibited. With the exception mentioned in the next paragraph, it
is proposed that these limitations upon present hiring of Federal employees
should be speedily removed. This recommendation is based upon the following
observations:

e

be

Ceo

de

Generally, Federal agencies have eliminated the requirement
that release statements from other agencies be obtained as

a prerequisite to the appointment of Federal employees; it

is probable that the present policies of the CIA are unique

in this respect; further, the fact that CIA accords this
courtesy to other agencles has not resulted in reciprocal
consideration. A substantial number of CIA employees transfer
to other agencies and only in the rarest instances do these
agencles request permission from this agency to effect such
transfers.

The present release requirement discourages many persons from
applying for CIA employment. Understandably, many prospective
applicants have no desire to incur the displeasure of their
Jupervisors, particularly when appointment processing in this
agency generally entails several months' time. The fact that
it is known that an employee has applied for employment outside
his agency often eliminates the individual from consideration
for new assignments, advancements, or other benefits, and some-
times results in unpleasant relationships between the employee
and his superiorse

The restriction against promotion at the time of transfer has
established an especially difficult obstacle to recruitment since
the motivation of immediate financial advancement must be elmi-
nated in discussing the advantages of Agency employment in relation
to the applicant's present situations

These restrictive provisions of the Agency personnel policy have
the effect of nullifying the present Federal policy of encouraging
the movement of employees from non-defense agencies. The Federal
reemployment rights program, administered by the Civil Service
Commission, provides a regular procedure whereby defense agencies
are authorized on their own initiative to effect appointments of
Federal employees working in non~-defense agencies. To accelerate
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this shift of personnel to defense agencles, employees of non-
defense agencles are granted reemployment rights to their former
agency, to be effective upon curtailment of employment in defense-
type agencies. In accordance with this procedure a defense agency
desiring to appoint an employee of a non-defense agency will send

an official notice to that effect directly to the non-defense

agency. It 1s presumed, in these cases, that utilization of employees'
skills in defense agencles serves the national interest better than
their retention in non-defense work. In several cases the CIA
requirement that permission be obtained to discuss employment in this
agency has placed the employee at & disadvantage under the Federal
reemployment rights program. The pattern which can be traced in
these cases begins with the employee's request for a release state-
ment which gives the non-defense agency the means for learning of his
interest in CIA employment. Then, before security clearance is
granted for the individual's employment in CIA, he is placed on
reduction in force rolls by his agency. This maneuver deprives the
applicant of the opportunity to obtain reemployment rights since the
program does not extend to persons who have obtained notification of
involuntary termination prior to official notification from the
defense agency of intent to take appointment action.

e+ The release requirement does not appear to be entirely consistent
with the Agency's security program. For example, the employee must
frequently negotiate through various layers in his agency hierarchy .
in order to obtain a statement of permission to discuss employment
possibilities with CIA. His interest, therefore, becomes a matter
of general knowledge. Subsequently, the security representative
investigating his employment in that agency will pose as the investi-
gator of another organization in order to de-emphasize the interest
of CIA in the individual. These two processes would seem to be
somewhat inconsistent.

2. The need for CIA to maintain the highest level cooperative relation-
ships with certain agencies would seem to dictate an exception to the general
recruitment procedures. Therefore, applicants for CIA employment who are
already working in Federal activities engaged in intelligence, security, or
law enforcement functions should be required to present statements from their
agencies authorizing these persons to seek employment here.

ApprovedFor Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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j INITIATION OF PERSONNEL ACTIONS

25X1A
It is recommended that CIA Regulation [:::::::]be amended to provide

for designating the location of authority for approving personnel actions s in
harmony with the following proposal:

1. Deputy Directors and Office heads are responsible for the initiation
of personnel actions on authorized positions under their Jurisdic¢tion,

] and for the routing of such actions to the Personnel Office after

[ ' appropriate authentication of the recommendation, as provided below.

i

; a. Personnel actions involving grade GS-18 and the three

g special grades authorized by Public Law 110, as amended,

‘ will be signed by the Deputy Director under whose Juris-
diction the position is located, and referred to the
Director Hr approval.

! be Personnel actions in grades GS-16 and 17 will be signed
by the Office head and Deputy Director in whose Juris-
diction the position is located,

co Personnel actions in grades GS-15 and below will be
signed by the Office head concerned. Office heads may
designate individuals within their organizations to sign
and forward personnel actions involving grades through
GS-15¢ The names of individuals so designated and any
changes in designations will be furnished in writing to
the Personnel Office.

2., The Personnel Director is authorized to act on recommended
personnel actions involving grades through GS-17. The Chief,
Covert Personnel Division and the Chief, Overt Personnel
Division are authorized to act on recommended personnel actiuns
involving grades through GS-15.

sy
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CuNTaL INTELLIGLNCE AGENCY
Washington, D. C.

ADMINISTRATIVE IVSTRUCTION 30 Jenuary 1950
NO. | |

SUBJECTs Employment of Consultants,

1. Effeotive this date, all oconsultanta, whether to be employed
on & WAE or WOC basis, will be prooessed for appointment and the

ILLEGIB

necessary seourity clearance in the same manner as regular full time
employeca.

2. A oompleted appointment form will be submitted to the proper
Psrsonnel Division in eaoch oaae of desired employment,/information es

to the length of time the services of the individual will be used,
whether on & one«tims or intermittent basis (i.e. one day per week,
two weeks per month, ete.), whether in CIA buildings or at other work
locations, and any other pertinent faoctors at verianoce with the normal
utilization of a reguler full time employes,

3« When first reportving for duty under an epproved contract, the
individusl will be routed to the appropriate Personnel Division for the
completion of the employment sotion.

L. Appropriaste supervision must be exercised over the use of oon-
sultants to insure that their servioes are being utilized in accordance
with Agency regulations, Time and Attendanoce Cerds submitted for pay=
ment for services must refleot aotual hours worked, snd include w
oortification by the supervising division or branch ohief. :

5« In secordanee with existing laws, the following certification
will be attaohed to his Time and Attendance Records by the consultant:

"I oertify that on the days covered by this report, during
whioh I was employed by CIA, I performed no duties for any other
Government Agensy for whioh compensation has been or will be
olaimed,"

6. All outstending consultant appointments will be reviewed by
the Personnel Divisions as of 30 June and 31 December eaoch year,
Recommendstion for renewal or cancellation will be requested of the
appropriate Assistant Director or Staff Chief,.

7. Upon determinstion that a consultant's services are no longer
required, the Assistant Director or Staff Chief ooncerned will notify
the Personnel Division on the proper terminstion form. The Personnel
Divizion will arrange for final slearance, Any outsteunding indebtednesa
to the Agency will be refsrred to the appropriate offiece for settlement
prior to proceasing of the terminetion aetion,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

- - TP YMrA ST
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TO ! Personnel Director DATE: 29 December 1949

FROM Budget Officer

SUBJECT: Proposed Administrative Instruction Regarding Employment of
Consultants and Experts

1. There is attached a redraft of the proposed Administrative
Instruction pertaining to the "employment of consultants" which has
been prepared by this office to meet certain budgetary and fiscal
requirements. It does not appear that the changes sugsested will
have any material effect from either a security or legal viewpoint.

2. It is desired that the attached schedule which shows
information pertaining to the work performed by the consultants and
experts be returned to this office at the time the proposed In-
struction is issued since we desire to follow through on certain
aspects of the problem with the Fiscal Division.

3. Copies of our redraft have been furnished the Security
Branch, I&S, and the General Counsel.

25X1

E. R. SAUNDERS

Attachment

CONFIDENTIA!
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Acting Chief, Finance Division 10 November 1949
Acting Chief, Special Support Staff
Acting Chief, Employees Division

Thru

Consultants

le [ ] was concerned about the problem of
consultants of this Agency being simultaneously employed b
another Agency. I have discussed the matter wit 25X1
and he has agreed that a certification placed on the time and
attendance record and signed by the consultant would suffice
for payment. It is suggested that the following certification
be used:

"I certify that on the days covered

by this report, during which I was employed by
CIA, I performed no duties for any other Gov~

ernment Agency for which compensation has been
or will be received,"

&y

2. 1If you are in accord with this method of control,
I suggest thet you advise both 080 and OPC of the new procedure.

STAT
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GEREIBENTAL

25 Septewber Lol

MEMORAINDUM TO: Deputy Ddreotor (Adwinistration)

SUBJECT: Proposed Revieion of CIA Repulation lNo. I:I 25X1

L. As suggested Ln the attached memorandum from the Legislative
Counsel deted 21 Septewber, there is submitied herewlth proposed revision
ol' CIA Reguletlon No.

2. 7The only change i in peragraph I which hes been amended Lo expand
the membership of the Loyalty Board to include the three Deputy Directors
and all Assistont Directors of the agency. At present only the Deputy Director
(Administration) and the Deputy Director (Pluns) are members.

3. Please note the recommendetilon contelned in puragraph 4 of the
Legislative Counsel?s memorandum which suggests thet the Legel Advisor also
sexrve as Recorder of the Boerd and that the Executive Seeretary be deleted
from the Loyalty Board procedure. I this recommendation is approved, the
change may be indicated on the estteched revision of | | 25X1

25X1

Advisor Tor hMunagenent

DLM/1s

cc: subject
chrono

FI% L‘ﬁ?%‘q‘ ;‘ :!%!;
IDERT
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21 September 1951

Memorandum for: Deputy Director (Administration)

Through: Advisor for Management
From: Legislative Counsel
Subject: Proposed Revision of CIA Regulation No.|:| 25X1

1. At recent meetings of the CIA Loyalty Board, it was the consen-
sus of the members that the Board should be expanded from its present
membership of the three Deputy Directors to include all the Assistant
Directors of the Agency.

2. It was felt that as cach case aruse, the Chairman of the Central
Intelligence Agency Loyalty Board (the Deputy Director of Central Intelli-
gence) would designate a threc-man panel of the Board to sit on the
specific case. It was also informally agreed that where a given case was
particularly complex or involved senior officials of the Agency, the three
Deputies would sil as the panel.

3, In view of the above, it is recommended that CIA Regulation No.
: dated 27 June 1951, subjeci: Loyalty Board and Loyalty Adjudica-
tion Procedure, should be amended by changing paragraph B thereof to
read as follows:

"A Loyalty Board is established for the Central Intelligence Agency
to adjudicate all loyalty casecz arising in the Agency. It shall be

composed of the tollowing officials:

Deputy Director of Central lntelligence

~ Chairman
All Deputy Directors and All Assistant - Members
Directors
Executive Assistant to ihe Direcior - Recording S:cretary -
without vote
Ceneral Counscl or his designated - Advisor - without
representalive _ vule
Assistant Depuiy (Inspection and - Advisor - without
Security) or his designated re- vote
presentative

&

gy 2188
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The Chairman of the CIA Loyalty Board shall de signate a panel
of at least three members of the Board to sit in each case., No
individual shall sit as a member of the Loyalty Board convened
to consider a case of an employee assigned to his office. "

4. | the Recorder of the Board, joina the legal advisor
in recommending that the legal advisor also serve as Recorder of the Board
in view of the fact that all records are made and kept in the General Counsel's
Office. It is therefore recommended that the Executive Secretary be deleted
from the Loyalty Board procedure,

Walter L. Pforzheimer
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TO : Advisor for Management DATE: 22 June 1951
FROM : Assistant General Counsel
25X1
SUBJECT: Revision of CIA Regulation No.
l, The following revisions to CIA Regulation No. are 25X1
suggested:
as Paragraph 10A, second line, after "Executive Order
983%," insert the following:
"as amended by Executive Order 102L1,"
be. Paragraph 10E. It is suggested this paragraph be re-
written as follows:
"The standard for the refusal of employment or the re-
moval from employment in the Agency on grounds relat=
ing to loyalty under Executive Order 9835, as amended,
shall be that, on all the evidence, there is reason=-
able doubt as to the loyalty of the person involved
to the Government of the United States. The decision
shall be reached after congideration of the complete
file, arguments, briefs and testimony presented."
25X1

Encl:
P. 1, CIA Reg. No.

Approved,.F?)r Release.2003/04/17 : CIA-RDP81-00728R000100130006-4
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18 september 1952

MEMORANDUM FOR: Acting Deputy Director (Administrution)

| | 25X1
SUBJECT Proposed Revision of CIA Kegulation Noz, [Bmployment
Review Board and Procedures and Loyulty Board and 25X1
Loyalty Adjudication Procedures

J l. In accordance with your instructions, subject Regulations have been
revised to reflect changes in {he cowposition of the Employment Review Board
‘ and the Loyalty Review Board, and are attached for approval and signature.

? 2. The change in the Employment Review Board is reflected in paragraph
p5X1 C of CIA Regulation No, pnd the change in[fii:;flalty Review Board is 25X1
whic

reflected in paragraph B of CIA Regulation No. Bxcept for formet,
these two paragraphs agree with the statements ave been approved by the
Deputy Director.

i 3. Please note that only one page of CIA Regulation No.[;;:::;}s attached. 25X1
The entlire Regulation will have to be reprinted and pages renumbered in order

to place paragraph B in proper sequence, but since there are no changes in

lenguage in subsequent paragraphs, this can be done by splicing the negatives,

thus avolding the possibility of typographical errors.

D5X1 . CIA Regulation No.[::::]has been retyped to reflect the folluwing
changes in addition to the change reflected in paragraph C:

8, The title "Personnel Director" which appears throughout the
previous edition has been changed to read "Assistant Director (Perscnnel)".
These changes were made with the concurrence of the Assistant Director
(Personnel) and we hold his written approval.

b. The third sentence in paragraph G has been changed from "Any
member including the Legal and Special Advisor mey append an individusl
signed comment" to "Any memder or Advisors may append an individually
signed comment. This change has the oral concurrence of the General
Counsel's Office.

5. Upon recommendation of the General Counsel's Office, both Regulations
have been prepared for the Director's signature. Their feeling is that in the
event a case should be taken to court, the order establishing either Board might
be challenged if it were not signed by the head of thg Agency.

25X1

I _ Acting Chief, 0 & M Service

1 / | EEw w3 "
B¢ CIA Reg No. | R
i CIA Reg No. ;s
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER

9. EMPLOYMENT REVIEW BOARD AND PROCEDURES

A, Sub-paragreph (c) of Section 102, National Security Act of 1947 (Public Law
253 - 80th Congress), is quoted below:

"Notwithstanding the provisions of Sectlon 6 of the Act of August 24, 1912

(37 Stat. 555), or the provisions of any other law, the Director of Central
Intelligence may, in his discretion, terminate the employment of any officer
or employee of the Agency whenever he shall deem such termination necessary

or advisable in the interests of the United States, but such termination shall
not affect the right of such officer or employee to seek or accept employment
in any other department or agency of the Govermnment if declared eligible for
such employment by the Unlted States Civil Service Commission."

The Section quoted above was enacted to enable CIA to maintain high personnel
standards essential to a national intellipence Agency.

(1) An Employment Review Board is established to provide an impartial review,
and advise the Director in the just and equitable exercise of his dis-
cretionary power under the Act. This Board shall be composed of the
following officials or their designated representatives,

c.

Zﬁéputy Director of Central Intelligence ~ Cheirman
All Deputy Directors and aAssistant Deputy
Directors, the Inspector General, all

Assistant Directors and Deputy As-
slstant Directors, the members of the
Board of National Est.imates, the Senior
Staff Chiefs of the Office of the
Deputy Director (Plans), and the Execu-
tive Assistant and the Assistants to
the Director

General Counsel or his designated repre-
sentative

- Members

~ Advisor - without vote and
Recording Secretary

Assistant Deputy (Inspection and Security)

or his designated representative -~ Advisor - without votg]

(2) No individual shall sit as a member of the Employment Review Board convened
to consider a case of an employee assigned to his office.

(3) [The Chairmen, or in his absence the Deputy Director (Administration) or
the Assistant Deputy Director (Administration), shall designete a panel

| of at least three members of the Board to sit in each case. The regularly

designated meeting time for the presentation of Employment Review Board

cases shall be Tuesdays at 1630 hours., The members will be notified

-l-
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several days in advance in each case, so that they may reserve the time
and acquaint themselves with any necessary details in each case. Once

a ponel has met on a glven case, the Chalrman of the panel is responsible
for the arrangement of subsequent meetings and the timely completion of
the case./

D. (1) Every case involving involuntary termination of an employee will be for-
worded by the head of the appropriat: office to the Assistant Director
(rersonnel) together with all applicable reports uf investigation and
other pertinent records.

(2) (a) If the Assistant Director (Personnel) determines that finel adminis-
trative action by his Office is not feasible, he shall immediately
forward the record to the Board for its consideration.

(b) The Board will make a preliminary review to determine if there is
sufficient evidence tu warrant formal Esard proceedings and recom-
mendations to the Director. If formal Board proceedings are not
considered feaslble, the Chairman will return the records to the
Assistant Director (Personnel) so stating.

(e) If the evidence presented is considered sufficient for formal Buard
proceedings, the Assistant Director (Personnel) will be informed in
writing by the Chairmen of the Board, with instructions to place the
employee concerned on leave under the provisions of this directive
(with pay to the extent of accrued leave and without pay in excess
thereof ), and transmit to him at his home address a written notice
by registered mail, return receipt requested, to include the following:

(1) That information has been presented to the Employment Review
Board indicating the possibility of the termination of his
employment with CIA under the provisions of the law quoted in
paragraph A. of this Regulation.

(g) That his case will be considered by the Board within ten days
from date of notification., (In cases of employees assigned in
other than the Washington area, the period of time will be ex-
tended to twenty-one days to enable the employee either to
appear at his own expense or to submit a written statement for
consideration.)

(g) That inguiries in congection with suspension notices should be
made to the Assistant Director (Personnel).

(4) That the employee may submit to the Assistant Director (Personnel)
a written statement to be considered by the Board or a request to
appear in person before the Board.

| :
| : (5) That the employee may resign voluntarily under circumstances in-
| dicated below:

(g) At any time prior to the Director's action on recommendations

3 ~2-
3 CONFIDENTIAL
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of the Board.

(g) When resignation is not submltted prior to the Director's
action, and the Director determines th:t employment should
be terminated, the Director may authorize that the employee
be afforded a further opportunity to resign within 48 hours
after receipt of notification to that effect. In such
circumstances, if resignation is not submitted within the
indicated period, employment will be terminated under the
authority quoted in paragraph A. ebove.

(d) When circumstances permit, more specific basis for Board action
will be specified by the Chairman of the Board to be included in
the notice to the employee concerned.

(3) Prior to the dispatch of the notice to the employee the Assistant
Director (Personnel) will personally notify the head of the Office
concerned, verbally or in writing, of the actilon initiated.

E. The Assistant Deputy (Inspection and Security) may refer directly to the Board
any case arlsing within the scope of hls functions. Action will be taken by
the Board in the same manner as for cases covered under paragreph D. above,
except that records which are returned by the Chairman on the basis of in-
sufficient evidence will be returned directly to the Assistant Deputy (Inspection

and Security).
F. The Assistant Director (Personnel) will:

(1) Ascertain at the earliest practicable date, the desires of the employee
placed on leave under the provisions of this Regulation to make state-
ments in person before the Board, and, when requested, will arrange
a schedule for such appearances directly with the Board recorder.

(2) Forward directly to the Board recorder written statements received from
employees placed on leave under the provisions of this Regulation.

G. In those cases where formal proceedings are decided on, the Board will give
full consideration to each case, including voluntary written or verbal state-
ments of individuals concerned, and such additional evidence as may be deemed
necessary, and prepare & written recommendation to the Director. The recom-
mendation will be signed by each voting member of the Board, noting concurrence
or nonconcurrence in each case. [th member or Advisors may append an individually
signed comment./ The complete record of each case considered by the Board will
be attached to the Board's recommendations for the information of the Director.

H. The Director's determination in each case considered formally by the Board
will be final. If his decision is to terminate employment, notice of
-3-
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separation to. the Civil Service Commisslon will state only that separation
1s accomplished by order of the Director under authority granted by sub-
paragraph (c) of Section 102 of the National Security Act of 1947, without
further amplification.

I
Dirzctor of Central Intelligence Effective:
Rescind : All previous editions
ot [ ] 25Xt
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1

10. LOYALTY BOARD AND LOYALTY ADJUDICATION PROCEDURE

A. The Regwlations and Directives duly promulgeted by and under the asuthority
of the Loyalty Review Board, in accord with the provisions of Executive Order
9835, as amended by Executive Order 10241, constitute the basic and con-
trolling regulations to govern all loyalty edjudication procedures in the
Central Intelligence Agency.

B, (1) a Loyalty Board is established for the Central Intelligence Agency to
adjudicate all loyalty cuses arislng in the Agency. It shall be com-
posed of the following officilals Zﬁr thelr designated representatives:

Deputy Director of Central Intelllgence ~ Chairman
All Deputy Dlrectors and ..gsistant Deputy

Directors, the Inspector (eneral, all

Assistant Directors and Deputy Assistant

Directors, the members of the Board of

National Estimates, the Senior Staff

Chiefs of the Office of the Deputy

Director (Plans), and the Executive

Assistant and the Assistants to the

Director ~ Menbers
General Counsel or his designated repre-
sentative - Advisor - without vote

and Recording Secretary
Assistant Deputy (Inspection and Security)
or his designated representative =~ Advisor - without votg7

(2) Mo individual shall sit as & member of the Loyalty Board convened to
consider a case of an employee assigned to his office.

(3) The Chairmen, /or in his absence the Deputy Director (Administration)
or the Assistant Deputy Director (Administration)L7 shall designate a
panel of at least three members of the Board to sit in each case.
[ﬁhe regularly designated meeting time for the presentation of loyalty
cases shall be Tuesdays et 1630 hours. The members of a panel will be
notified several days ir advance in each case, so that they mey reserve
the time and acquaint themselves with any necessary details in each
case, Once & panel has met on a given case, the Chalrmen of the panel
is responsible for the arrangement of subsequent meetings and the timely
completion of the case./

, 25X1
igence Effective:
Rescind : Page 1 o

5 Qctober 1951
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15 September 1952

MEMORANDUM FOR: Acting Deputy Director (Adxrri.nistration)

SUBJECT ¢ Proposed Revisions of CIA Regulations

I l. Attached herewith is a propesed revision of para- ,
, ‘ graph B of CIA Regulation N[ |Loyalty Board and 25X1
Loyalty Adjudication Procedure,

2. Also attached herewith is a revision of paragraph
| 25X1A C of CIA Regulation I | Employment Review Board and
[ Procedures.

3+ These two proposed revisions have been approved
by Mr. Dulles, and the initialed copies are attached here-
with as a basis for issuance.

25X1A

WALTER L. PFORZHEIMER s
Legislative Counsel P

Attachments - 2
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An Employment Review Doard is established to provide an impartial
review, and advise the Director in the just and equitable exercise
of his discre'b:i,ona}y power under the Act. This Board shall be come
posed of the following officials or their designated representatives.

Deputy Director of Central Intelligence ~ Chairman
All Deputy Directorsp and Assistant Deputy

Directors, the Inspector General, all

Assistant Directors and Deputy Assis-

tant Directors, the members of the

Board of National Estimates, the Senior

Staff Chiefs of the Office of the Deputy

Director for Plans, and the Executive

Assistant, and the’ AssistantSto the

Director - Menbers
General Counsel or his designated repre- ~ Advisor - without vote
sentative and Recording Secretary

Assistant Deputy (Tnspection and Security)
or his designated representativeX

Advisor - without wvote

The Chairman, or in his absence the Deputy Director/Administration or
the Assistant Deputy Director/AdmirListration, shall designate a panel
of at least three members of the Board to sit in each case. No indi-
vidual shall sit as a member of the Employment Review Board convened
to consider a case of an employee assigned to his office. The regu-
larly designated meeting time for the presentation of Employment
Review Board cases shall be Tuesdays at 1630. The members will be
notified several days in advance in each case » so that they may re-
serve the time and acquaint themselves with any necessary details in
each case. Once a panel has met on a given case, the Chairman of the
panel is responsible for the arrangement of subsequent meetings and
the timely completion of the case.
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TO * Deputy Director (Administration) DATE: 2 May 1951

FROM : Advisor for Management
SUBJECT: Fair Employment Procedure

1. The Comptroller, the Advisor for Management, end a repre-
sentative from the Personnel Office met on 30 April 1951 to discuss
the President's Fair Employment Program as directed. The Comptroller
stated that to date no ocomplaints have been submitted to the Fair
Employment Officer.

2. In order to bring the program to the attention of all

employees periodically, the following methods are recommended: 25X1A

8. Issue a notice annually in the Spring of the year
to all components of the Agency through the Section level
(Distribution No. L) requiring all supervisors to assure
25X1A that each employee under their Jurisdiction reeds and under~ i

™ AL

stands CIA Regulation [ |(Advisor for Management) =)'

‘ b. Incorporate, in brief form, the essentiasls of the 04(.
© Fair Employment Progrem in the Employees! handbook, making ‘ %
25X1A reference to CIA Regulation [ I(Personnel Director) f?M

. ¢e Include appropriate comments regarding Fair Employ- - 60, ;
“ment in the orientation program for new employees. (Director
of Training)

5+ The Employees' handbook is currently being revised so the
method suggested in paragraph 2,(b) will be accomplished within a
relatively short period of time.

L. The above actions can be accomplished and the matter
referred to at Assistant Directors! meetings periodically.,

25X1A
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UNDER EXECUTIVE Onprr 0980

Liffectlve May 1, 1051, Part 410 is ro=
vised and amended to rend s fonows.
"Boc,
410.1"' Ooverage, -~ -
4 o.a : nxp)anutlon 0! mm

Falr-Bmployment OMoer,
4104 Instructions for handling complnlms
and nppenls made by indlvidunls,
4105 Instruotlons for hondling complnints
. flledd by groups or organizations,
4106 Records and reports,
4107 Dissemination of information.

Avrnonrry! §8 4101 to 410.7 issued under

E. O, 0080, July 20, 1048, 13 F. R, 4311, 3
OFR, 1048 Bupp.

§410.1 Coverage. () Executive Or-
der 8980 and this part apply to all de=~
partments and agencies in the executive
branch of the Federal government,

(b) The remedies provided under Ex-
ecutive Order 9980 and this part shall be
avallable to citizens of, and persons who

“owe alleglance to the United States who
are employed by, or are. applicants for
employment in the executive branch
of the Federal Government, -

__§410.2 Ezplanation of terms—(a)
Denartment, Any department or agency
of the executive branch of the Pederal
government, {ncluding the Civil Service
Commission,

(b) Employee, An individual ap-
pointed by a Federal officer, and who 18
engaged in the pezfozmance of Federal
functions in the executive branch of the
Federal government under authority of
an act of Congress or an Executive order,
and who, in the performance of such
dutles, is supervised and directed by a
Federal officer.

(c). Applicant. A person failing of
appointment in the executive branch of
the Federal government who .alleges a
grievance relating to discrimination.

(d) Discrimination, - An unfavorable
personnel action affecting an employee
or applicant based on race, color, re~

- ligion, or national origin and not on
. merit and fitness. - Preference in ap-
pointment and difference in- conditions
. of employment, such as pay, leave, hours
of work, etc., based upon law or upon
regulations under authority of law do
. not constitute discrimination within the
. meaning of Executive Order 8980. .
(e) Personnel action. Any action
token within a department which af-
fects the equality of economic oppor-
tunity of an employee or applicant, ex~
.cept an’ action taken pursuant to a
| formal decision of the Fair Employment
- "Board-and designed to correct a specific
i .discrimination,. The term “personnel
. “action” shall include failure to act.:

. (Contlnued on p. 3273)
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Saturday, April 14, 1951

CONTENTS—Continued

Post Office Department Pago
Delegntion of nuthorlty to Poste
master CGeneral from Genernl
Services Administrator with re~
speet to procurement of supplles
and services for improvement of
postal operations and other ac«
tlvitless (see Genernl Services
Administration),

Price Stabilization, Office of

_Notices:

" North Star Woolen Mill Co,,
ceiling prices at retall; cor-

rection (CPR M) cuececounns -~ 383815
Production and Marketing Ad-
ministration

Proposed rule making:
Milk handling in Louisville, Ky,
marketing aref....cccmamenea
Ruleg and regulations:
Limitation of shipments:
California and Arizona:.
Gmpeﬁ 10 11 2

3307

3277
3277

3276

Milk hnndling in Quad Citles
marketing aref.ceceawacaan
Peanuts:
Marketing quotn for 1951
crop 3216
* National marketing quota,
national acreage allotment,
andupportionmenttosmtes
of national acreage allot-
ment for 1951 CroP-mmaman

Reclamation Bureau

Deiegation of authority to Com-
missioner from Secretary with
respect to acquisition of lands
and water rights (see Interior
Department).,.

3275

Rural Electrification Adminis~
tration
Notices:
Allocation of funds for loans
(2 documents) cvcmcacana 3312, 3313
Loan announcements:
Alabama e 3312
Georgia 3312
Towa (5 documents) . 3312, 3313, 3314
Kansas. 33
Kentueky e 3313
Louisiana 3313
Minnesota (2 documents) .. 3313, 3314
New MexiCOmaaamuorimmnaan 3313
Oklahoma oo 3312
Oregon 3313
Texas (2 documents)___.. 3312, 3313
Virginia (2 documents)---’-- 3313
Securmes and Exchqnge Com-
.+ mission.
' Notices: N
*  Hearings, ete.:
Baldwin Secmities Corp-..-.. 3322
National Fuel Gas Co. et al.. ' 3323
National Powe1 & Light Co. . .
0 et al 3322
Wuge and Hour Division -
- Rules and regulations:. - . -
Leather, leather goods, and re-
lated products  industry in
Puerto Rico; minimum wage
- . 3295.

o] order

FEDERAL REGISTER
CODIFICATION GUIDE

A numericnl st of the parts of the Code
of Federal Rogulations aftected by documents
Published in this issuo, Proposod rules, o
opplosod to final notions, are identified as
such,

Title 5 Pago
Chapter I:
POt Qe 3211
Chapter IV:
Part 410 3271
Title 7
Chapter VII:
Part 720 (2 documents) amemaa - 3275
Chapter IX: .
Part 944 3276
Part 946 (ploposed) ........... 3307
Part 953 32711
Part 056, cmcm e e 3277
Title 14 -
Chapter I:
Part 3 3278
Title 29
Chapter V:
Part 704, 3295
Title 32
Chapter V:
Part 518 e 3206
Part 556 el 3300
Chapter VII:
Part 855 (see Part 556).
Title 32A
Chapter XI (DEPA):
EO-1 3301
Chapter XVII (HHFA):
CR 1 —— 3302
CR 2 3303
Title 47 '
Chapter I:

Part 1 (proposed) we e cccaeeeo.
Part 13 (2 documents).._. 3305, 3306

“All Jetters, notices,

(f) Complete file.
memoranda, reports, transcripts, affi-

davits or supporting documents in con-
nection with the initiation, investigation,
hearing, decison and closing of a case
or cases,

(8) Deputy Fair Employment Officer.
The term “Deputy Fair Employment
Officer” shall include committees and
boards,

" § 410.3  Fair Employment Officer, The
head of each department shall appoint
8 Fair Employment Officer who shall
have full operating responsibility ‘under
the’ immediate supervision of the head
of the department for carrying out the
. falr employment policies stated in Ex-
ecutive Order 9980, In each depart-
ment, as defined in § 410.2:(a), which is
composed of two or more buxeaus or
comparable subordinate organizational
units, the'Fair Employment Officer shall
appoint one or more Deputy Fair Em-
ployment Officers who, under his general
supervision shall have the responsibility
for. carrying out the fair employment
‘policy and procedures within their re=
spective organizational units, .-

§ 410.4 Instructions for handling com=
plaints and appeals made by individe
uals—(a) Initiation of complaint. . (1)

Procedures under this section shall apply‘

3213

and he availoble only to an employce or
to n person falling of appointment who
alleges that a porsonncl actlon, as de-
fined in § 4102 (a), which aficels him
has been taken becouse of ruce, colot,
religlon, or natlonal origin,

(2) The complaint must be made not
later than three months from the date
of the personncl action complained of,
unless fadlure to submit the complaint
within theso time limits was duc Lo un-
usunl circumstances beyond the control
of the complainant,

(3) An employec may file a complaint
with the first-line supervigor, with the
Deputy Fair Employment Officer, or with.
the Fair Employment Officer, Com-
plaints initinted with the supervisor may
be oral or in writing, Those initiated
with the Depuly Fair Employment Officer
or the Fair Employment Olllcer must be
in writing, '

Nore: Employees should be encournged to
scek informal adjustment of thelr com-
plaints with their Iinmodiate supervisors, It
{8 the view of the Bonrd that good relations
between the supervisor and the employee
will thus bo furthered, Many inclpient coni-
plaints can be eliminated by giving valld
recasons for an action that is helng brought
into question, Where error has erept in, the
supervisor will have opportunity to corréct
it on his own motion. Furthermore, with
respotisibility upon the supervisor for initial
action on the complaint the problems in-
volved  will e more forcefully impressod
upon him. If no adjustment can he made,
the supervisor should atdvise the employes
to put his complaint in writing.

(4) An applicant may file a complaint
with the Deputy Fair Employment Offi-
cer, or with the Fair Employment Officer
of the department., Such complaints
must be in writing,

(5) Any initial wutten complalnb
must specify:

(1) The name of the department and
employing unit against which compluint
is made,

(i) The specific personnel action or
actions complained of,

(iil) The approximate dates or date
thereof,

(lv) A statement of all pertinent facts
In support of the allegation of discrimi«
nation, including dates, names of indi-
viduals involved, incidents, occun-ences,
and clrcumstances. .

(v) Remedies sought.

(vi) Signature of complainant,

(b) Supervisor's action on a  com=
plaint, (1) If a written complaint is -
made to a supervisor, immediate steps
shall be taken to effect such adjustment
as Is warranted by the facts. If the

;complaint is adjusted to the satisfaction

of the complainant, a written report of
such adjustment shall be made to the

Deputy Fair Employment Officer. If the

complaint cannot be adjusted satisfac-

torily and promptly, the report to the
.Deputy Fajr Employment Officer shall =

set forth the basis for the complaint and
the reasons for the supervisor’s inability
to effect a satisfactory adjustment.

(¢) Deputy Fair Employment.Officer's
action on'a complaint—(1) Investigation
and adjustment by informal negotiation.
On réceipt of an original complaint or &

complaint referred to-him by‘a super~
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operator of the fnrm voluntarily sura
renders in writing to the county commit-
tee by the closing dote established by
the State Committee, which shall not he
Inter than June 1, 1951, shall be deducted
from the nllotment to such farm in nee
cordance with instructions issued by the
Assistant Administrntor. If any part of
the farm ncrenge nllotment is permn-
nently released (i, e, for 1951 and all
© subsequent years), such release shull be
in writing and signed by both the owner
and the operator of the farm,
(1) Reapportionment of  released
acrcage allotment, The acreage allot-

ments released under paragraph (a) of°

this section shnll be reapportioned by
the county committee, in accordance

with instructions issued by the Assistant"

Administrator, to other farms in the
same county recelving allotments - in
amounts determined by the county com«
mittee to be fair and reasonable on the
basis of land, labor, and equipment
available for the production of peanuts;
crop rotation practices; and soil and
other physical factors affecting the pro-
duction of peanuts. Such reapportion-
ments shall be made on the basis of
applications filed on Form MQ-30~(Pea-
nuts) 1951 by farm owners or operntors

with the county committee not later -
than a closing date established by the:

State committee, which shall be not ear-
lier than May 1, 1951, or later than
July 1, 1851, . .

(¢) Maximum acreage allotment, No
allotment shall be increased by reason of
the provisions in paragraph (b) of this
section to an acreage in excess of the
larger of (1) the result obtained by mul-
tiplying the tillable ncrenge available for

the farm by the tillable acreage factor .

. or (i) the largest picked and threshed
peanut acreage for the farm (excluding
excess acreage) for any one of the years
1948, 1949, or 1950, ns determined under
instructions issued by the Assistant Ad-
ministrator.

(d) Credit for acreage allotment re-

leased for 1951 only. The release, for .
1951 only, of any part of the acreage al- -

lotted for 1951 to individual farms, pur-
suant to paragraph (a) of this section,

shall not operate to reduce the allotment -

for any subsequent year for the farm

from which such acreage was released -

unless the farm becomes ineligible for an
old farm allotment in 1952 because pea-
‘nuts were not produced on the farm in
1949, 1950 or 1951,
ment of allotment under thiis section shall
not operate to increase the allotment for
any year subsequent to 1951 for the farm
to.which the acreage is reapportioned,

§ 729.229 Reallocation of allotments
released from farms removed from agri-
cultural production, The allotment de-
termined or which would have been
determined for any land which is re-

~ moved from agricultural production for
any purpose "because of acquisition by
any Federal, State, or other agency hav-
ing a right of eminent domain shall be
" placed in a State pool and shall be avail-
iﬂ:{le for use in providing equitable ala
. lotppentss) fop farms o -purchase
: bymmﬂé cgé?;l ed m%ls% of acquisi-
tion of ;their farms. by such agencies.

= ?Porgtgp.)'ieftgog e dtw eo&nty comfrﬂtt-'

-

Any reapportion- .

RULES AND REGULATIONS

tee within flve years from the date of
such acquisition of the farm, any owner
s0 displaced shall be entitled to have an
allotment for any other farm owned or
purchased by him cqual to an ellotment
which would have been determined for
such other farm plus the allotment
which would have been determined for
the form so acquired: Provided, That
such allotment shall not exceed 50 per-
cent of the acreage of cropland on the
farm, .

The provisions of this section shall not
be applicable if (a) there is any mars
keting quola penalty due with respect
to the marketing of peanuts from the
farm or by the owner of the farm at the
time -of its acquisition by the Federnl,
State, or other agency; (b) any peanuts
produced on such farm have not been
accounted for as required by the Secre-
tary; or (c) the allotment next to be
established for the farm acquired hy
the Federal, State, or other agency would
have been reduced because of false or
improper identification of peanuts pro-
cuced on or marketed from such farm,

§729.230 Additional acreage allote
ment for farms producing types of pe-
nuts in short supply, The additional
acreage allobment apportioned to any
State producing peanuts of a type or
types determined to be in short supply
for 1951, less a reserve for the correction

of errors, shall be. apportioned among -

farms on which peanuts of such type or

types were produced in any one of thrce

yeal's 1948, 1949, and 1950, on the basis
of the average picked and threshed
acreage of peanuts of such type or types
(excluding excess acreage) on each such
farm during such period. The reserve
for the correction of errors shall be de-
termined by the State Committee on the

basis of experience in past allotment -

programs and its knowledge as to the
reliability of data  used in apportioning

the additional acreage to farms, and’

shall not exceed three-fourths of one
percent of the additional acreage ap-
portioned to the State.

The ‘increase in acreage allotment
undey this section shall not be considered

farm acreage allotments, '

1948 picked or threshed peanut acreage
Jor jarms and right of appeal with re-
spect to such determination, If the total
acreage of peanuts picked or threshed
on a farm does not exceed the total acre=
age of peanuts picked or threshed on the
“farm in 1947, or 1948 if no peanuts were
harvesfed on the farm in 1947, payment
of the marketing penalty as provided in
section 359 (a) of the Agricultural Ad-

1

» justment Act of 1938, as amended, will

.not be required on any excess peanuts
which are delivered to or marketed
through an agency or agencles desig=
nated by the Secretary. The county
committee shall, on the basis' of data
.. furnished by producers and other avail-
able records of peanut acreages and
production, determine for each peanut
. farm in the county the acreage of pea-
nuts picked or threshed in 1947, or 1948

if no peanuts were harvested on the farm .

. In'1947, A notice of the acreage so de-

in establishing future State! county, or

§729.231 Determination of 1947 or

termined shall be prepared by the county
committee and malled to the farm opera-
tor, Any interested person who, as
operator, landlord, tenant ox share-
cropper, 18 dissntisfied with the acreage
so determined for the farm may file an
appen) for reconsideration of such acre«
age. The request for appeal and facts
constituting a basis for such considern~
tion must be submitted in writing.and -
postinarked or delivered to the county
committee within 15 days after the date
of mailing the notice, If the appleant
is dissatisfled with the decision of the
county committee with respect to his
appeal, he may appenl to the State com-
mittee within 15 days after the date of
mailing the notice of the decision of the
county committee, The decision of the
State committee shall he final.

Done at Washington, D. C., this 12th
day of April 1951, Witness my hand
and the seal of the Department of Agri-
culture.

[SEAL] CHARLES F. BRANNAN,
Secretary.
P, R, Doc. 561-4502; Flled, Apr. 13, 1061;

9:40 a, m,]

Chapter IX—Production and Mar-
keting Administration (Marketing

" Agreements and Orders), Departs
ment of Agriculture

PART 944—MILK IN QUAD CITIES
MARKETING AREA

ORDER SUSPENDING CERTAIN PROVISIONS OF
THE ORDER, AS AMENDED, REGULATING THE
HANDLING |

Pursuant to the applicable provisions.. .
of the Agricultural Marketing Agrecment
Act of 1937, as amended (7 U, S. C. 601
et seq.), hereinafter referred to as the
“get,” and of the order, as amended (7
CFR Part 944), regulating the handling
of milk in the Quad Cities marketing
area, hereinafter referred to as the
“order,” it is hereby found and deter-
mined that:

(a) The provisions of the order only -
insofar as-they relate to the pricing and
pooling of non-Grade A milkk received
from producers and the administrative
and markefing service assessments levied
thereon no longer tend to effectuate the
declared policy of the act. .

(b) Notice of proposed rule moking,
public procedure thereon, and 30 days
prior notice of the effective date hereof
are found to be impracticable, unneces-
sary, and contrary to the public interest
in that (1) this suspension order relieves
handlers from certain restrictions with
respect to non-Grade A milk received -
from producers; (2) it is necessary to
issue immediately and make effective not
later than April 16, 1951, the suspension
order to reflect current marketing condi- :
tions . and to facilitate, promote and
‘maintain the orderly marketing of milk
produced for the Quad Cities marketing

-area; (3) non-Grade A milk is no longer

sold or permitted to be sold for fluid con-
sumption in any of the several munici-
palities of the marketing area; (4) the

recent changes in marketing conditions
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Saturday, April 4, 1951

room work or other formalized group in-
struction, the fair employment policy
and program shall be included, Likew
wise, at rensonnble intervals tho falr
employment policy shall be included in
the agendn for departmental and field
stafl, executive, and supervisory confer-
ences,

(¢) Information concerning the falr
cmployment policy and tho department’s
practice In putting it into effeet shall be
published periodically in employce pube-
lientions,

Effective May 1, 1951,

FAlR EMPLOYMENT BOARD, -
Unrrep Stares Civin SERvV-
Icn COMMISSION,
LapELL C. LAWHORN,
Execcutive Secretary.
[F. R, Doc. 51-4489; Filed, Apr, 18, 1061;
8:52 a. m.]

TITLE 7—AGRICULTURE

Chapter Vil—Production and Mar-
keting Administration (Agricultural
Adjustmeni), Department of Agri-
culture

* PART 7129—PEANUTS

NATIONAL MARKETING QUOTA, NATIONAL
ACREAGE ALLOTMENT, AND APPORTIONMENT
TO STATES OF NATIONAL ACREAGE ALLOT=-
MENT FOR PEANUTS FOR THE 1951 CROP

The purpose of the amendment con-
tained herein is to Tevise the 1951 State
peanut acreage allotments issued Octo-
-ber 30, 1950 (16 F. R. 7291), in order to
comply with certain changes recently
made in the peanut marketing _quota

-~ provisiens of the Agricultural Adjuste.

ment Act of 1938, as amended (7 U, 8. C,
1367-1359) by Public Law 17, 82d Con-
gress, approved April 12, 1951, Section
368 (c) of the act, as amended by the
aforesaid Public Law, reads in part as
follows:

SecTIoN 368 (¢). (1) The national acreage
allotment for 1061, less the ncreage to be
allotted to new farms under subsection (f)
of this section, shall be appertioned among
States on the bosis-of the larger of the fol=
lowing for each State: (a) The acreage al-
lotted to tho Stato as its share of the 1950
national acreage allotment of two million
one hundred thousand acres, or (b) the
State’s share of two milllon one hundred
thousand acres apportioned to States on the
basls of the average acreage harvested for
nuts:in each State in the five years 1045-49:
Provided, That any allotment so determined

dor any State which 1s less than the 1951

Stote allotment announced by the Secretary

- prior to the enactment of this Act shall be

increased to such announced asllotment and

" the acreage required for such increases shall

be in addition to the 1951 national acreage
allotment and shall be considered in deter=~
mining State acreage allotments In future
years, * ¢ »

. )

The additional acreage required to es~
tablish State acreage allotments in ac-
cordance with the foregoing provistons
of the act is 34,900 acres,

Farmers throughout the peanut-pro-

. ducing States have been planting pea-

nuts for the 1951 crop. It is therefore
Imperative that the revised State acre-

~age allotments become effective at the

FEDERAL REGISTER

enrllest possible date in order that State
and county Production and Marketing
Administration committcos in affected
States may redetermine farm acrenge ale
lotments and notify farm operators of
the additlonnl ncreago which may Lo
planted in 1961 within the farm allot-
ment, Accordingly, it is hercby deter-
mined and found that compliance with
the notlce, procedure, and effective dato
requirements of the Administrative Pro-
cedure Act (7 U, 8, C, 1003) is Impracti-
enble and contrary to the public Intevest,
The State allotments proclaimed herein
shall be effective upon fillng of this docu-
ment with the Director, Division of the
Federal Reglster,

Sectlon 729.203 of o proclamation es-
tablishing the national marketing quota,
notional acreage allotment, and the
Btate ncrenge allotments for the 1051
crop of peanuts (156 F. R, 7201) is

. amended to read as follows:

§ 720,208 Apportionment of the na-
lional peanut acreage allotment for the
crop produced in the calendar year 1951,
The national peanut acreage allotment
proclaimed in § 729.202 (¢) and the ad-
ditional acrenge of 34,900 acres author-
fzed by Public Law.17, 82d Congress
approved April 12, 1951, are hereby ap-
portioned as follows:

1951 State
acreage
Btate: allotment
Alabamsg . 243,321
Arlzons .. 801
Arkansas . L4710
California 1,050
Florida ... 01, 149
Georgla .. 685, 638
Louisiana 2,101
Mississippl . 8,436
Missouri ... 274
New Mexico.__ 5,478
North Carolina 188, 451
Oklahoma —.o... 153, 208
Bouth Carolina 16,342
Tennessee ... 3,970
A T — 306, 360
Virginia oo 11,819
New farm reserve. c.oo_.. ... 17,711
Total avallable for allocas'
tion 1, 806, 017

(Sec, 875, 62 Stat. 66, as amended; 7 U. 8. C.
1376, Interprets or applies sec, 358, 66 Stat.
88, ns amended, Pub. Law 17, 82d Cong.; 7
U. 8. C. and Sup. 1358)

Issued at Washington, D. ¢, this 12th
dayof April 1951, Witness my hand and
the seal of the Department of Agricul-
ture,

[sEAL] CHARLES F, BRANNAN,

Secretary. '~

{F. R. Doc. 51-4503; Filed, A}ir.. 13, 1051;
9:40 a. m.] .

[1023 (Peanuts—51) 1]
PART 729—PEANUTS

MARKETING QUOTA REGULATIONS FOR:
. 1951 CROP

The amendments set forth herein are
made to give effect to certain changes
made in the peanut marketing quota
provisions of thé Agricultural Adjuste
ment Act of 1938, as amended (7 U. 8. C,
1367-1359), by Public Law 17, 82nd Con-
gress, approved April 12, 1951, . Section

3275

729.228 implements sectlon 358 (g) of
the act relating to the release, reappor-
tlonment and adjustment of farm acic-
age allobments, Section 720,229, which
is based upon section 358 (h) of the act,
governs the renllocation of farm acreage
allotments cstablished for farms which
arc removed from agricultural produc-
tion. * Sectlon 720.230 contains the pro-.
cedure for apportioning among farms
producing & type of peanuts in short
supply, the additional acreage which the
Sceretary of Agriculture determines,
pursusnt to section 358 (¢) (2) of the
act, Is necessary to produce the quantity
of such type of peanuts needed to mect
demand therefor, Section 720.231 pro-
vides that the county committee shall
establish for each peanut farm the acre-
age of peanuts picked or threshed in
1947, or in 1948 If no peanuts were har-
vested on the farm in 1047, and states
the procedure under which s producer
may appeal the determination of the
county committee with respect to such
acreage. The acreange of peanuts har-
vested in 1947 or 1948, as the case may
be, is required to be established for pur-
poses of section 359 (g) of the act,
Farmers in the southernmost areas of
the United States have already begun
the planting of their 1951 crops of pea-
nuts, and farmers in the other peanut-
producing areas of the Nation are
completing their plans for the produc-
tion of peanuts in 1951, In order that
peanut farmers who are affected by the

-amendments set forth below may make

the necessary changes in their plans and
operations, it is essential that the
amendments be made effective as soon
as possible. Accordingly, it is hereby
determined and found that compliance
with the notice, procedure, and effective
date requirements of the Administrative

Procedure Act (5 U, S. C. 1003) is im-

practicable and contrary to the public

interest, and the amendments contained
herein shall be effective upon filing ‘of

this document with the Director, Divi-

sion of the FEDERAL REGISTER,

The marKeting quota regulations for
the 1951 crop of peanuts (15 F. R. 7292)
are hereby amended by adding the fol-
lowing new sections:

Sec, .

729,228 Release and reapportionment,

720.229 Reallocation of allotments released

" from farms removed from agri-
cultural production,

729.230 Additional acrenge allotment for
farms producing types of peanuts
in short supply.

720.231 Determinntion of 1947 or 1948
picked or threshed peanut acre-
age for farms and right of appeal
with respect to such determina-
tion,

AUTHORITY: §§720.228 to 729.231 issued
unccer sec. 375, 62 Stat. 66, as amended. 7
U. 8. C. 1375, Interpret or apply secs, 358,
868, 55 Stat, 88, 90, as amended, Pub. Law
ig,sgaznd Cong,; 7 U. S. C. and Sup,, 1358,

§729.228 Release and reapportion-
ment—(a) Release of acreage allot-
ments. Any part of the acreage allotted
for 1951 to. an individual farm in'any

‘county under the provisions of § 729,222

and § 729.226 on which peanuts will not
be produced and which the owner or

o
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Oﬁ?oe CINOVANAUIZ » UNITED STATES GOVERNMENT

TO H
FROM :
SUBJECT:

Advigor for Manapcment DATE: 19 November 1951
Acting Personnel Director

Revised Fair Ltmployment Procedure

l. lteference is made to the proposed revision of CIA Requla-
tion No.lzlrefcrrod to this office for comment,

2. It is believed that in issuing this revised procedure,
additional provisions mipht be included to clarify the privileges
of the complainant in the event a hearing is convened by the Fair
Lmployment Officer. Such amplificatdion might well preclude contro-
versy at the time hearing arrangements are under consideration. In
addition to providing for "a place reasonably convenient to the com-
plainant! and for assistance "by a representative of uis own choosing,"
the regulations might also state that a complainant may:

(1) Arrange for the prescnce of witnesses or may submit Y
affidavits vhere witnesses are not avajlalle;

(2) Secure submission of pertinent documentary evidence v
(consistent with security requirements); and

(3) Secure assistance from the Personnel Office in connec-
tion with the interpretation of repulations and in obtaining
witnesses, affidavits and documentary evidence.

25X1A

[Z4
GEORGE E. MELOON
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ATTENT 5X1
K ..... T~y ( Y
SUBJECT ~=r=RevISIoH ol Fair Employment Regulation L Ol‘(ﬁ/
/

1. T understand that you are revising certain resulutions
including that covering fair employment procedure with a view to
segregating the procedure section from the policy section.

2. I drafted the proposed new regulation which I have submitted
to the Fair Employment Chairman of the U, 5. Civil Service Commi.ssion,
The draft was satisfactory to them with three additions which T have
included in the draft I am enclosing,

3. I am leaving tomorrow for three weeks annual leave so that it
will give you an opportunity to work out procedures Ly the time I have
returned., , 25X1A

N

WILFRED L. PELL )
Attachment Fair Employment Officer

HLP:djk

Distribution:
Original -~ addressee
Subject
Chrono.

/F 25X1A
eel

25X1A
WVMJdN wal.
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UNITED STATES CIVIL SERVICE COMMISSION
WASHINGTON 25, D. C.

March 24, 1949

Fair Employment Board Memorandum #5
HEADS OF EXECUTIVE DEPARTMENTS AND INDEPENDENT ESTABLISHMENTS

SUBJECT: Instructions for Carrying Out the Fair Employment Program
Under Executive Order 9980.

Executive Order 9980 places the responsibility for coordinating the
fair employment policies and procedures of the several departments upon
the Fair Employment Board of the Civil Service Commission. Pursuant to
this responsibility the Board has prepared the attached "Instructions for
Carrying Out the Fair Employment Program under Executive Order 9980",

In the preparation of these Instructions the Board consulted with the
Civil Service Commission. It has also gought advice from interested offi-
cials, including the departmental Fair Employment Officers and representea-
tives of the Federal Personnel Council. It is the view of the Board that
the provisions contained in these Instructions represent the minimum which
the departments and agencies should incorporate in their fair employment
regulations and procedures.

The attached Instructions are effective immediately and all departments
and agencies should, therefore, promptly make such amendments in their regu-
lations end procedures as are necessary to bring them into agreement with
the provisions contained in the Instructions. After issuance, a copy of the
revised regulations and procedures should be forwarded to the Fair Employ-
ment Board for review. The Board will be glad to discuss any problems which
the departments may have in counection with the revision of their regula—~
tions and procedures.

It is noted that the attached Instructions supersede the Interim Pro-
cedures (Part 36, Federal Personnel Manual issued by the Civil Service
Commission on September 28, 1948) and Fair Employment Board Memorandum #2
dated November 4, 1949. -

-Very sincerely yours

Guf Moffett
Chairman
Fair Employment Board

e 2003/04/17 : CIA RDP81-00728R000100130006-4 .
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influence upon attitudes and asctions. Within the Federal government one of
the basic ideals to which the nation proudly lays claim will-be more con-
clusively demonstrated in practice.

The Board expects to consult further with the departments in seeking
out the reasons for deviations from the established non-discrimination
policy, in exploring the problems involved and the successful experience in
dealing with these situations, and in developing & continuing positive pro-
gram of remedial action. ‘ ‘

|

i

!

f II. COVFRAGE

i A. Executive Order 9940 and these instructions apply to all departments and

l agencies in the executive branch of the Federal government.

| ,

} B. 'The remedies provided under Executive Order 9980 and these instructions
shall be available to citizens ol, and persons who owe allegiance to the
United States who are employed Y, or are applicants for employment in
the executive branch of the Fe ersl government.

III. EXPLANATION OF TERMS AS USED HEREIN

A. Department - Any department or agency of the executive branch of the
Federal government, including the Civil Service Commission.

B. Employee - An individual appointed by a Federal officer, and who is en-
gaged in the performance of Federal functions in the executive branch
of the Federazl government under authority of an Act of Congress or an
Executive Order, and who, in the performance of such duties, is super-
vised and directed by a Federal officer. o

C. Applicant - A person feiling of appointment in the executive branch of
- the Federal government who alleges @ grievance relating to discrimina-
tion. : T

* D. Discrimination - An unfavorable personnel action affecting an employee
! or applicent based on rdce, color, religion or national origin end not
on merit and fitness. Preference in appointment and difference in con-
" ditions of employment, such as pay, leave, hours of "work, etc., based
* upon law or upon regulations under authority of law do not' constitute
- discrimination within the meaning of Executive Order 9980. o

f E. Personnel action - Any action taken within a department which affects
i the equality of economic opportunity of an employee or applicant. The
“term ‘"personnel action" shall include failure to act. o

F.  Complete file - All letters, notices, memoranda, reports, frahscfibts,
affidavits or supporting documents in connection with the initiation,
investigation, hearing, decision and cloSing of a case or ceses.

“.Ge Deputy Fair Employment 0fficer - The term "Deputy Fair Employméhf‘offi-
- cer" 'shall “include ‘committees and boards. _ ST AR

Vo
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INSTRUCTIONS FOR CARRYING OUT

THE FAIR EMPLOYMENT PROGRAM UNDER EXECUTIVE ORDER 9980

1. INTRODUGTION

The President, in his Order 9980, calls for more effective application
of the long established policy of employment in the Federal service on the
basis of merit and fitness alone without regard to race, color, religion or
national origin. '

Paramount redsponsibility for the execution of this policy is placed
squarely upon department heads and subordinate administrative officials.

The Fair Employment Board must act on individual appeals from depart- -
mental decisions in cases where discrimination is alleged. It has the duty
of advising the departments on fair employment problems and oolicies. It is
required to coordinate the fair employment policies snd procedures of the
several departments. In consultation with the Civil Service Commission it
is to set up rules and regulations necessary to carry out its duties and re-
sponsibilities., ‘

By setting out special assignments of duties and outlining the frame-
work of procedure, the Order makes 8 clear distinction between cases in which
discrimination is alleged and the common run of grievances arising in other
phases of personnel management. .

The Board hag given first attention to procedures for handling com-
plaints. Its aim is to insure (1) full ascertainment of the facts as. a
basis for action, (2) furtherance of good relationships between complain-
ants and administrative officers concerned by means of informal discussion
and negotiations, (3) easy access by complainants to officials specially
designated to give attention to discriminatory acts, and (4) adjustment of
complaints without unreesonable delay.

There are wide variations among departments, in structure, administra-
tive practice and geographical spread. Therefore, it is not believed nec—
essary or desirable that all departments be required to operate under regu-~
lations identical in every respect. There are certain procedures however

. which should be uniform throughout the service. The Board has consulted
with the fair employment officers and personnel officers of the departments
and with the Civil Service Commission and has prepared a statement of the
‘provisions, with certain alternatives, which it believes should be incor-
porated into the regulations of each department. It is the view .of the
Board that these provisions represent the minimum required to achieve that
degree of uniformity which is essential to effective administration.

The objectives of the Order can not be reached by the adjudication
of complaints alone. There is:need for & positive program to remove the
causes of complaints.

i U7 Acting together, the departments, the Commission and the Board can
achieve the objectives of the President's program. Through joint effort
. equality of economic opportunity in the Federal service can be more fully
! redlized. As the concept of fair play becomes more dominant in the con-
Sciousness of officers and employees alike it will exert an impelling

s e,
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! Officer, or if it is filed with the Fuir Enployment Officer of the
' ; department, it may be referred to the appropriate deputy for handling
| as an initial complaint. 1In all other respects complaints of appli-
i cants wiil be handled in the same manner as complaints of employees.
f

5. ALl written complaints or appeals must be slgned by the aggrieved
employee or applicant. Any initial written complaint or appeal must
include informution regarding the specific personnel action complained
of, the approximate date thereof, reasons in support of the &llegation /
of discrimination, and a statement as to when the appellant first
learned of the discrimination.

Comment — It is the view of the Board that where not incon-
sistent with administrative practices » an employee should
first discuss a complaint with the first-line supervisor or
the supervisor next higher in authority. Good relations
between the supervisor and the employee will thus be fur-
thered. Many incipient complaints can be eliminated by
giving valid reasons for an action that is being brought
into question. Where error has crept in, the supervisor
will have opportunity to correct it on his own motion.
Furthermore, with responsiblility upon the supervisor for

; initial action on the complaint the problems involved will

be more forcefully impressed upon him,

B. Action on a complaint by the Supervisor

j 1. - If complaint is made to e Supervisor, immediate steps shall be
: taken to effect such adjustment as is warranted by the facts. If
: the complaint cannot be satisfactorily and promptly adjusted, the
complainant shall be advised in writing that he may file an appeal .
1 ‘ within ten days with the Deputy Fair Employment Officer. In ad- ‘
; ~ dition, he shall be advised that if he appeals to the Deputy Fair
' Employment Officer, he shall furnish a copy of the letter of appeal
to the supervisor to whom he bresented his original complaint. On
receipt of a copy of the appeal, the supervisor concerned shall
forward to the Deputy Fair Employment Officer the complete file in
the case through the channels prescribed by the department.

If the department prescribes that the file in the case be
routed through an ascending chain of administrative authority, the
administrative officer at any intermediate level may meke an adjust-
ment of the case satisfactory to the complainent. In such case, he
should report the action taken to the Deputy Fair Employment Officer

; : to whom the appeal is addressed and advise the subordinate adminis-
trative officers concerned. If no adjustment is made the file shall
automatically be forwarded through the prescribed channels , each
g : officer meking whatever comment thereon he desires, with no further
| action required upon the part of the complainant.

C. Action on a complaint (or appeal). by the Deputy Fair Employment Officer.

1. Investigation and adjustment by informal negotiatiori —~ The Deputy

Fair Employment Officer shall promptly make or cause to be made such
investigation as is necessary to ascertain the facts at issue on the

- @ Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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IV. PAIR EMPLOYMENT OFF1CER

The heud of each department shall appoint a Fair Employment Officer
' who shall have full operating responsibility under the immediate supervision
| of the hpad'of the department for carrying out the fair employment policies
| stated in Executive Order 9980. There shall be appointed, as necessary und

desirable, at central or local levels of the department, Deputy Fair Employ~-

I ment 0fficers who shall hdve the responsibility for carrying out the fair

. ) , employment policies in their respective ‘offices. The name and official ad-
{ ) dress of the Fair Employment Officer of each department shall be made known
i

to all employees of the department.. The neme and official address of each
Deputy Fair Employment Officer shall be made known to Lhe employees of the
respective field offices. o . .

: [@bmment ~ It is the view of the Board that the best interests
of the fair employment program would be served by the appoint-
ment of a permanent Deputy Fair Employment Officer st each
field establishment of substantial size to handle complaints
~and also to assist the Fair Employment Officer to carry out
- his other responsibilities under the Order.

V. INSTRUCTIONS FOR HANDLING COMPLAINTS AND APPEALS

A. Initiation of complaint

1. Procedures under Executive Order No. 9980 shall epply and be

| ‘ -available only to an employee.or to a person failing of appoint-

[ ment who alleges that a personnel action, as defined herein, which
; : affects him has been taken because of race, color, religion or

i netional origin. : :

i : 2. The complaint must be made within thirty days of the date the com-
plainant learns of the 2lleged discrimination and not later than
six months: from the date of the personnel-action complained of,
unless failure to- submit the complaint within these time limits
was due to unusual circumstances beyond the control of ‘the com-
plainant. S o ’ :

3. It shall be optional with a department -to require an employee to
dnitiate -his- complaint (a) either.with the first-line supervisor
.or the supervisor next higher in authority, (b) either. with the

. first-line supervisor or the Deputy ‘Fair Employment Officer, or

-(c) with the Deputy Fair Employment Officer. Complaints initia~
ted with a supervisor may be oral or in writing.. Those initiated
‘with a Deputy Fair Employment Officer must be in writing.  If no
appropriate Deputy Fair Employment Officer- has been appointed then

o ... ‘the Fair Employment Officer may be substituted under: (b) -and (c)

P above. Ll on L e . : R

f P 4+ 1t shall be optional-with an applicant to file a complaint in. :

' ‘ T writing, either with fhe head of the local office, with the Deputy :

- Fair Employment Officer, or with:the:Fair Employment Officer of ’

. the department. . If the complaint is filed with the head of the ’

.-local office.and he is~superiorwt0<the'Deputy Fair Employment
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complaint. He should endeavor through informal negotiation to ef-

fect a satisfactory settlement of the complaint and, if necessary,

shall take or cause to be taken corrective action. All interested

parties shall be advised of the settlement of the complaint and any
corrective action which may be taken,

2. Failure of adjustment by informal negotiation - In the event the
As ety X (Deputy Fair Employment Officer Jis not able to effect a satisfactory

4 settlement of the complaint by informal negotiation, he shall fur-
nish the complainant with a statement of the pertinent facts dis-
closed by the investigation of the complaint and shall afford him
an opportunity to reply thereto in writing or personally, by auth-
orized representative or accompanied by such representative. The
complainant shall be permitted to present by witness or otherwise
any pertinent facts not disclosed by the investigation. Where
practicable, a transcript of testimony shall be made. If a ver-
batim transcript is not possible, a full summary of the oral testi-
mony shall be made by the@éﬁ%&@"‘f‘a‘w’mhﬁl%‘znt Officer.) The sum-

. mary may be agreed to and ‘signed by the complainant and t e(beputy

(5M“,wN.Jif ~~—3 Fair Employment Officer, or if the complainant does not agree with

the summary, he may note and sign his exceptions which will become

a part of the summary. Any transcript or summary shall be avail-

able for inspection by the complainant or his authorized represen-—

tative and by interested agency officials.

3. Decision - On all the material fadts disclosed by the investigation
and the hearing, if held, the\Deputy Fair Employment Officer)shall -
make a decision or make a recommendation to appropriate authority.ﬁD””¢%€
If the décision on the complaint is faverable to the complainant, ’
the responsible official shall so notify him in writing and shall
teke or cause to be taken such corrective and disciplinery action
as appears warranted by the facts in the case. In the e¢vent of an
unfavorable decision, the complainant shell be advised in writing
of the decision and the reasons therefor and of his right to appeal
to the Fair Employment Officer Qp the head of the department as the
department may prescribe,}within ten days (twenty days if outside
the continental United States) from date of receipt of the unfavor-
able decision. Officials directly concerned should also be advised
of any decision made. '

D. Appeal to the Fair Employment Officer

1. The complainant shall be advised that if he appeals to the Fair
Employment Officer of the department he shall furnish a copy of the
letter of appeal to the/ eputy Fair Employment Office?)who handled
his case. }) /f/&fuv&fv W72 vt ek iodfiig 5{74(42) . oy

RV TSI
PRV R !

) TN . Bt i Gy T
2. Oh' receipt of a-copy of the appeal the/ﬂ%%u%ylFair Employment Offi-
_ - cer)shall forward £ the Fair Employment Officer of the depertment
-t the complete file in the case ‘through ‘the Ehannels prescribed by
© 7Y the department.) - Zud/dly,, il AlptesTEe Mcﬂf%/éf{,': s

[ren
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- If the department prescribes thul the file be routed through un
, ascending chain ol administrative uuthority, the administrutive of-
) £~ ficer at any intermediate level muy muke un adjustment of the case
; .9{ satisfuctory to the complainant. In such cuse, he .should renort the
' uction taken to the Fuir Employment Officer und edvise the subordi-
nute administrutive officers concerned. If no udjustment is made
the file shall automatically be forwarded through the prescribed
channels, euch officer making whutever comment thereon he desgires,
with no further uction required ujon the purt of the complainant.

3. . After revieving the complete file in the cuse, the Fair Employment
Officer shall make further investigution if necessery snd shall,
through informal negotiation attempt & solution satisfuctory to all
interested parties, who shall be granted the privilege of appeuring
personally or by wn wuthorized representative, or accompunied by
such repre:entative, before the Fuir Employment Off'icer. If & sut-
isfuctory solution cannot be accomplished by the foregoing meuns,
the Fuir Employment Officer shall either make 2 decision or make a
recommendation to the(hngﬁ‘ﬁyﬁge department)based upon the material

evidence in the file. If he mukes & decision he shall notify the

interested purties in writing of the decision rewched and the rea-
sons therefor.

4of I the Puir Enployment Officer mekes & decision fuvorable to the
' appellant, he shall, in consyltuation with sr~on—the-basis—of _dele-
&n\ — /| goted-suthorityfron, (bhe\he*z%lc!:%k"”’.:tﬁq%fdepwemenx—,\ ~t7&’ie‘%’s‘ &

such correc-
U" tive and disciplinary action as the fects warrant.

5. If the decision ol the Fair Employment Officer is unfevorable to
the appellant, the Fair Employment Officercg%%;%vnotify him in
writing of his right to appesl to the(head o éhe"ﬁepartment)within
ten days (twenty deys if outside the continental United Stutes) from
the dute of receipt of the decision.
£cTeR

E. Appesl to the hong of-the-depurrbnent=

1. In the event that a recoq?endation is made by the Fuir Employment
Officer to the ead’%@qfhérﬁéiartmenpj or an appeal is taken from a
decision of the Fair Employment Officer, the head of the department
shall muke u decision upon the facts of the case and notify the inter-
ested parties in writing of such decision.

| DIRECTHIR )

2. If the decision is favorable to the anpellant, the{pead of the de-~
partment khall take, or cause to be taken, such corrective and dis-
ciplinary action as appears warranted. - s ‘

' v . DIRECTOR

3. 1If the decision is unfavorable to the appellant, the(head of' the
department Jshall advise the zppellant in viriting, in duplicste, of .
the decisién and of. his right to appeal to the Fair Employment Board
of ‘the Civil Service Commission within ten days from the date of re-
ceipt of the decision, or within twenty days if he resides outside of
the continental United States. In addition, he should be advised that
if he appeals to the Fair Employment Board, a copy of the adverse de-
cision should accompany his appesal.

.

——————————..
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GENERAL PROVISIONS

, pﬁégéribé“ﬁrQéQdﬁrég congistent with

Executive Order No, 9980 and these instructions for the prompt handling
of complaints and appeals which are made\under,thaﬁ Order. ,

A. The head of each depirtment’ shall

B. All officers and employees of thefdgpartméﬁt wﬁb 6coup&féupervisory po-~
sitions shall be instructed as to the meaning; spirit and requirements
of Executive Order No. 9980.

C. The department's regulations and procedures for handling compluints snd
appeals shall be brought to the attention of all officers and employees
of the depsrtment and shall be made available to applicants who lodge a
complaint within the purview of Executive Order No. 9980.

D. Amendments in regulations and changes in procedures becoming effective
while an appeal is being processed may be applied to such appeal at
whatever stage it has then reached, provided that the appellant shall
not be deprived of any substantive right or resource to which he would
have been entitled under the regulations and procedures in effect at
the time his complaint was initiated,

E. 1If no appropriate Deputy Fair Employment Officer has been appointed
the Fair Employment Officer shall be designated to receive appealsg
under Section V-B-1,

If a complaint or appeal is filed initially with the. Fair Employ-
ment Officer of the department, no appropriate Deputy Fair Employment
Officer having been appointed, the Fair Employment Officer shall pro-
ceed directly or through designated representative to process the case
in the manner prescribed for the Deputy Fair Employment Officer in
Section V-C-1 and 2, and such parts of V-C-3 and V=D as are pertinent.

F. 1If a complaint of discrimination because of race, color, religion or
national origin is denied on the ground that the action complained of
is not a personnel action as defined herein, the complainant shall be
advised that he may appeal this determination through the same channels
@s are prescribed under Section V herein. If, on appeal, it is deter-
mined that the action complained of is a personnel sction as defined
herein, the case may be remanded to the proper officers for further in—
vestigation or action on the issue of discrimination.

G. The means of relief provided by Executive Order 9980 or any regulations
thereunder shall be supplemental to those provided by existing statutes,
Executive Orders and regulations, such as appeals to the Civil Service
Commission under Section 14 of the Veterans Preference Act of 1944 or
the reduction-in-force regulations,etc.

RECORDS AND REPORTS

Upon request the departments shell furnish to the Board all information
needed for the review of personnel actions or for the compilation of re- :
ports. The complete file in each case or cases under Executive Order 9980 shall
be maintained intact in each department at least until such time as all

-
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appedl rights have been_’exha.'usted and, upon reyuest, shall be promptly
forwarded to the Fuir Employment Bourd of the Civil Service Commission.

VIII. THESE INSTRUCTIONS SUPERSEDE THE INTERIM PROCEDURES 1SSUED BY THE CIVIL

SERVICE COMMISSION UNDER DATE OF SEPTEMBER 28, 1948 AND FAIR EMPLOYMENT
BOARD MEMORANDUM NO, 2, DALTED NOVEMBER 4, 1948. ' '
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Regulations Governing Fair Employment Practices Within the Federal Establishment

WHEREAS ‘the principles on which our Government is based require a policy of
fair employment throughout the Federal establishment, without discrimination
because of race, color, religion, or national orlgin; and

WHEREAS 1t is desirable and in the public interest that all steps be taken
necessary to insure that this long-established policy shall be more effectively
carried out:

NOW, THEREFORE, by virtue of the authority vested in me as President of the
United States, by the Constitution and the laws of the United States, it is here-
by ordered as follows:

1. All personnel actions taken by Federal appointing officers shall be
based solely on merit and fitness; and such officers are authorized and directed
to take appropriate steps to insure that in all such actions there shall be no
discrimination because of race, color, religion, or national origin.

2. The head of each department in the executive branch of the Government
shall be personally responsible for an effective program to insure that fair
employment policies are fully observed in all personnel actions within his
department.

%, The head of each department shall designate an official thereof as Fair
Employment Officer. Such Officer shall be given full operating responsibility,
under the immediate supervision of the department head, for carrying out the fair-
employment policy herein stated. Notice of the appointment of such Officer shall
be given to all officers and employees of the department. The Fair Employment
QOfficer shall, ameng other things —

(a) Appraise the personnel actions of the department at regular
intervals to determine their conformity to the fair-employment policy
expressed in this order.

(b) Receive complaints or appeals concerning personnel actions taken
in the department on grounds of alleged discrimination because of race,
color, religion, or national origin.

(¢) Appoint such central or regional deputies, committees, or hearing
boards, from among the officers or employees of the department, as he may
find necessary or desirable on a temporary or permanent basis to investigate,
-or to receive, complaints of discrimination.

(d) Take necessary corrective or disciplinary action, in consultation
with, or on the basis of delegated authority from, the head of the department.

L. The findings or action of the Fair Employment Officer shall be subject to
direct appeal to the head of the department. The decision of the head of the
department on such appeal shall be subject to appeal to the Fair Employment Board
of the Civil Service Commission, hereinafter provided for. ‘
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5. There shall be established in the Cilvil Service Conmisslion a Fair
Employment Board (hereinafter referred to as the Board) of not less than
seven pcrsons, the menbers of which shall be officers or employees of the
Commission, The Board shall ==

(a) Have authority to review decisions made by the head of any
department which are appealed pursuant to the provisions of this order,
or referred to the Board by the head of the department for advice, and
to make recommendations to such head., In any instance in which the
recommendation of the Board is not promptly and fully carried out the
case shall be reported by the Board to the President, for such action
as he finds necessary.

(b) Meke rules and regulations, in consultation with the Civil
Service Commission, deemed necessary to carry out the Board's duties
and responsibilities under this order.

(c) Advise all departments on problems and policies relating to
fair employment.,

(d) Disseminate information pertinent to fair-employment programs.

(e) Coordinate the fair-employment policies and procedures of the
several departments.

(f) Make reports and submit recommendations to the Civil Service
Commission for transmittal to the President from time to time, as may be
necessary to the mainterance of the fair-employment program.

é. All departments are directed to furnish to the Board all information
needed for the review of personnel actions or for the compilation of reports.

7. The term "department" as used herein shall refer to all departments
and agencies of the executive branch of the Government, including the Civil
Service Commission. The term "personnel action,® as used herein, shall
include failure to act. Persons failing of appointment who allege a grievance
relating to discrimination shall be entitled to the remedies herein provided.

8. The means of relief provided by this order shall be supplemental to
those provided by existing statutes, Executive orders, and regulations. The
Civil Service Commission shall have authority, in consultation with the Board,
to make such additional regulations, and to amend existing regulations, in
such menner as may be found necessary or desirable to carry out the purposes
of this order.

_ HARRY S. TRUMAN
The White House
July 26, 1948
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Tno ¢ Ausistant Divector, Neports & Estimates
‘ SuBJrct ¢ Proposod Adminiatrativo Ingtruction, Falr Empleymont
Procoduroe

ro Falr IEnploynmont Procodurs, datod 2 July 1950,

2+ Comcnts: =
lone

1, This offico concurs with tho dralt of Administrativeo Instruction

Signature

25X1A
25X1A
NI
C®
o
W
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IBHORANDULL FORL:  Manogomont Offlcor B
FRON : X/u w M///ﬂ
N
3uBJrer ¢ Proposed Adminilotrative Instruction, Falr Employmont
Proceduro
lo This offico concurs with the draft of Administrative Instruction
ro Falr Enploynont Procodure , datod
2+ Cormcnts:
g
LO/VI,&WL/
25X1A
Q
S

T_Sigmature - O 7 V N 1 ’
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25X1A

Coordination Pago: Vi

DA s 2 Aupust 1950

IBLONANDULL F'OR:  Managemont OCficor

I'ROLI ¢ Agsigbant Director, 0SI
3UBJLCT ¢ Proposud Adnlnistrative Instructilon, Falr Employmont
Procodurc

1o This offico concurs with tho dralt of Adrministrativo Instruction
ro Falr Bnploynont Procodure, dated g¢ .‘ﬁ«/‘, 1900 '

2+ Commients:
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- NTANDARD FONM NO, 04

Oﬂice ‘Memorzmdum ¢ UNITED STATES GOVERNMENT

TO 1 ManaBement Officer . DATE: 3 August 1950
FROM : Advisory Council
SUBJECT: Proposed Administrative Instruction, Fair Employment

Procedure

1. ‘I‘his office concurs with the draft of Administrative
Instruction re Fair Employment Procedure, dated 24 July 1950,

25X1A

Captain, USN
Chief, Advisory Council




)

i i o TN BT S T PT " o R

v * Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4

ro Fair Inploymont Procodurc, datod 24 July 1960,

| " CGoordination Pagoe:
|
i. DATE: 3 August 1960
‘ ;
l ICHORANDULL FOR:  Managomont Officor
‘ RO :  Chief, Staff ITI/OPC
SUBJECT : Proposed Administrative Instruction, Falr Employmont
Procodurc
% lo This offico concurs with the draft of Administrative Instruction
i

2. Comonts:

\

= ,apz”/z/dycl . ' -;

Signatux_'q_
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25X1A

Co.c;rdinut,ion Popos
v DATE: 3 Aupust 1950

JEHORANDULT FOR:  Managemont Officor

Lo  Aclting Acaistant Director for Operations

SUBJLCT ¢ Proposcd iAdnministrative Instruction, Fair Employnent

Procoduro

; 1o This offics concurs with the draft of Adminictrative Instruction
i ro Fair Enploynont Procoduro , dated 24 July 1950 provided that changes are ,
, made to cover the following recommendationss Wik

25X1A|

25X1A

3 : ﬁm B, KIRKPATRICK

o @/Wvé;/““//{ gt s™
! \(Ago
S5 ignafurc ‘L
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25X1A

Deputy Director (Administration) 2 May 1951
Advisor for Management

Fair Employment Procodure

le The Comptroller, the Advigoyr for Managomont, end a ropre=
sontative from tho Personnel Offiso met on 30 April 1951 to discuss
the Prosidont's Falr Employment Program s dirooted. The Comptrollor
gtated that to date no complaints have boen submitted to tho Fair
Employment Officer.

2. In order to bring the program to the attontion of wll
employees poricdically, the Tollowing methods ars recommended:

us Issue & notice annually in the 8pring of the year
to all components of the Agonoy through the Sectiun level
(Distribution No. L) roquiring ull muporvisors to mssure
that onch employee under their Jurisdiotion reads and undere
stands CIA Regulatlon Noo[ | (Advisor for Management) 25X1A

b. Incorporate, in briaf form, the easentials of the
Foir Employment Program in the Ewployees® handbook, making
referense to CIA Regulation No. [ |(Personnel Director) 25X1A

¢+ Inolude appropriate comments regarding Pair Employe-
ment 1n the orientation program for new employees. (Director
of Training)

3+ The Employeea' handbook ia ourrently being revised so the
method suggosted in paragraph 2,(b) will be acoomplished within a
rolatively short period of time,

Le The above actions can be accomplished mnd the matter
referred to st Assigtant Direstors! meotings periodically,

25X1
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Oﬂice Memomndzmz * UNITED STATES GOVERNMENT
TO0 ! Advisor tor Management DATE: 17 February 1951
FROM 1 (Comptroller
SUMECT:  CTA Regulation No. Fair Employment Procedure 25X1A
1. Heference is made to & memorardun of 8 February 1951 from
25X1A Mro[ ] ot the Ceneral Counsel's Office relative to tho deletion

of paragraph C, "Prevention of Dyplicate Appeals", on page 5 of the ’
CIA Regulation TJo.:l 25X1A

2. ‘Parugraph € was inserted in the Repulation at the request
of Nr, Tawhorn, Executlve Secretary of the Iair Employment Board,
Civil Service Commission. The same provision is included in the
Federal Personnel Manual, Chapter Fl, Fair Employment Program, under
the heading "Complaints and Appeals", on pagc Fl-2.

5. Under these circumstances it is not considered advisable to
eliminate the paragraph from the Regulation.

o 25X1A

=

E. L, SAUNDEHS

Attachment
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| Oﬁ‘ice Memomndum * UNITED STATES GOVERNMENT

TO t  Advigor [or lunnpomont DATE: 26 Junuary 1961
FROM 1 Comptlrolloyr

SUBJECT:  Draft of Contral Intolligonoos Rogulation Numbor I:l 25X1A
titlud, Folr Employmont Procoduro

I havo rovietmd tho ubove roforonced procoduro and suggont that
tho following changos Lo mado in tho contoxt for the roussons citod:

puge 1 8. (1) (b) Lino 1. Tho word "eomnlaints" should bo mnd slagular gz
in ordor to bo consIstont with rost of the
sontonco, ug woll s with subsoquont pare;raphs,

/1.
pego & B. (2) (b) line 1., "Offico honds may maiice..." should bo chanped €N
to "The 01£i% head way nake...." in order to
mako olloving sentones gramuabically corroct.
"ilo" will thon vofor back to "Tho Office head",
and not "0ffico heads", -

page 2 B, {8) (a) lino 2. "Offico hoads® chould ba chungoed to "The Office
houd" ['or tho reason cited abovo,

page 4 B. (4) (a) lino 4. A comnmn should be insorbod Lotwoen "nogotiation" 5
: and "abtompt",

25X1A

. R SAUNDENRS
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‘Text of Executive Order Revising Draft Regulations

RE
25X1A

WASHINGTON, Murch 81 (1)—

sHero 4 the tewt of President Trus

‘muu’n cxecntive order anthorlzing
deferment af students [rom the

iAraft and making othey ehanyes in
i8cleotive. Servien regulations:

. AMENDING THE SRLICTIVE
{ SERVICE REGQULATIONS

By virtue of the nuthurity voste
o ad in ma by Title 1 of the Solecs
tive Servica Act of 1048 (62 Stat,
- 804), ‘as amended, I horeby pre-
- meriba the following amendmaonts
of the Sclactive Service : Regulas
tlons prescribed by Iixecutive
Ovder No, 0088 of Aug, 20, 1048,
and conatituting portions of
Chaplor XVI of 'Title 32 of tho
Code of Tedernl Regulationa:
1]

Section 1622.10 of Part 1632,
clagsitication rules and principles,
s amended to read as follows:

,'1822.10. Necessnry employment
defined. (A) A registrant's eme
ployment  In Industry or other
occupntion, service im office, or
actlvity in reseaych, or medical,

-
monts and In oxpected to allaln
hin degreo,

(3) Tho roglstiant has beon no-
copted for ndmisston to n gradu-
ate school for the cloms next coms.
monelng aa a candldute for a
grndunte degreo, or has been nee
copted for ndmisslon to n collego,
univeraity, or similar fnatitution
of learning for the class noxt
eommencing fora full-time course
of Instruction or has entored upon
and in satinfactorily pursuing such
course, and, within sueh ente-
gorles am the Directol of Solec-
tvo Service, with the approvaml
of the Presldent, may proscribe,
either has maintalned a required

.scholnatic standing, or hus ot-

talned on a qualifiention test a
score, or both such standing and
score, to be prescribed by tho
Diroctor of Seleotlve Service with
the approval of the President,
*{C) The Director of Selective
Service Is nuthorlzed to puescribe
such qualitication - test or tests
as he .mpy deem necessary for
carrying "out . the pro
?nrqt:nph;(s),: ;

» Ok
i

ons of
his seotion-.

and {o prameriba the . proceduren
for the ndminlatration of such tost
or tosts, for tho cortiflention ot
tho resuite thercof, and for the
certification of any other Infore
matlon requlred In carrying out
tha provislons of Purngraph (13),

‘(D) 'he Puesldent may, from
time to thme (1) designate spocial
catogories of ocenpation, employ-
mont, or notlvity essentinl to the
natlonnl health, snfety, or Inter-
est; and (2) proacribe regulations
koverning the deforment of Indl-
vidual rogistrants engaged in
such occupations, employments,
or ‘activitios."

121

Paragyaph (A) of Section 1022,18
I8 amended to rend us follows:

11622.13 Clasa 11-C: Rogistrant
deferred hecause of agricultural
occupation, (A) In class 1I-C
shall be placed any registrant
who Is employed in the produc-
tlon for muarket of a substantial
quantity of those agricultural
commoditles which are necessary

‘to the maintenance of the hation-
al health, safety, or'interest, but

only when all of the condiliona
describod in paengraph (A) of
rlncll’lon 1622,10 ora found to ex-
L1% .

18]

Tho (able of contenly of part
1622 i umonded by inserting Im-
madlately aftor “1022,28 1dontifi-
catlon of Cless 1-C rogistrant
Lransforved to n roserve uomrm
nont of the armned forcos,’ (he
following: ''1622,20 Identitication
of Class I1-A rogistrants who are
students," ]

The following new section is i

added to part 1622 Immndlatply

following Sectlon 1022,28::

'1022,29 identification of Class:

IT-A reglstranis who are atudaents.
Whenever a regiatrant is classi-

fied In Class I-A by reason of .

his activity In study his classifica-

tion shall be followed with the .

Identification ‘(8)' whenever it
appears on any record of such
registrant,”” -

The White House, . -~ w.
March 31, 1981, : '

-Hanar 8, TRUMAN, -,

sclontifig, or other deavora,

shall be considered to be neces-

' mary to the malntenance of the
Y} 11 140, vy Lot

ext only when all of the follow-
‘ Ing conditions exist:

(1) The registrant {s, or but
for a seasonnl or temporary in~
terruption would’ be, engaged In
such nctivity. E

(2) The registrant cannot be
replaced becnuse of n shortage of

skill in such activity.

of effoctiveness In such actlvity.
*(B) A registrant's activity in

the national health, safety, or
interest when any of the follow-
ing condlitlons exlat: ' = . -

ecpted for admission to .or is a
student in a professional school -
of medicine, dentistry, veterinary

try and the school in which he is
enrolled has cortified”that he. &
satisfactorily pursuing a full-time
course of ‘Instructlon leading’ to
; his graduation, . - i
! . (2) The reglstrant s a full-time
: graduate student seeking a grad-

uata degree and the graduate
chool at'which he is in attend-

persons with his qualifications or |
(3) The renioval of the regis- i
trant would cause a material Joss !

atidy may be considered to be :
necessary :to the maintenance of |

(1) The registrant has beon ac- -

mediclne, osteopathy, or optome-

‘Vance hasTeertified that-heé-cur:
{renliy:is meeting-degree-Tequire:::

o ToT

25X1A

CPYRGHT
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Attachment A

Comments of the following Offices are attached:

Office of Special Operations Medical Office
Oftice of Policy Coordination Inspection and Security Office
Office of Operations Finance Office
Office of Research end Reports Administrative Services Office

Office of Collection and Dissgemination
Office of Scientific Intelligence

The following Offices made verbal comment or did not report, as indicated:

| Office of Intelligence Coordimation - Not Represented
Office of National Estimates - Verbal Report
General Counsel - Verbal Report
Management - Verbal Report
Personnel - Verbal Report
Office of Current Intelligence - Verbal Report
! Procurement - No Report
: Training - Not Represented

e
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Securlty Information

MEMORANDUM FOR: Deputy Director (Administration) SEP 11 1957
SUBJKCT: Revislion of CIA Regulation |:| 25X1A
25X1A 1. There is attached as Tab A a proposed revision of CIA Reg-

wlation [ | Restoration of Federal lmployees Pursuant to the
Selective Service Act of 1948, as Amended. This proposal was origin-
ally submitted to your office with a memorandum from the Acting AD/P
dated 1 August 1952 (Tab B) and was returned to this Office bearing
the concurrence of the CIA Security Officer (Tab C).

2. Most of the procedvral material contained in the original
draft has been removed for internal (Personnel Office) publication.
No significant changes have been made in the substantive material as
it was presented in the draft submitted with the memorandum of
1 August.

| 25X1A
W. H. H. MORRIS, JR.
Assistant Director (Personnel)

ATTACHMENTS?
Tab A = Revision of CIA Regulation No.
Tab B = Revision of CIf Regulation No. 25X1A:
(Submitted to DD/A on 1 August 1952)
Tab C - Memorandum from (CIA Security Officer
dated 16 August 1952

RESTRICTED e R

Security Informalion




Y

ERt o

sproved For Re : 0006-4
Approved For Release 2003/04/1"33‘”‘!8?&1}00728R00010013
Socurity Information

Tab A

Revision of CIA Regulation No. ! |

 RESTRICTED

Security Information * *
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Tab B
quision of CIA Regulation No. 25X1A
(Submitted to DD/A on 1 August 1952
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- Security Informatleh
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CENTRAL, INTELLIGENCE AGENCY REGULATION I

1k,

2k July 1951

INCENTIVE AWARDS PROGRAM

Al

B.

(1)

(2)

(3)

(%)

In accordance with this Regulation the Agency may grant employees:
() Awards for meritorious suggestions.

(b) Cash awards or step increases for superior accomplishments con-

tributing to outstanding efficiency and econony in administration.

(c) Step increases for superior accomplishment.

The Deputy Director (Administration) is authorized to approve awards
recommended by the Efficiency Awards Committee,

The Efficiency Awards Committee shall meet at the call of the Chaeir-
man and shall be constituted as follows:

Assistent Director (Personnel) Chairman
Advisor for Management Vice-Chairman
Comptroller Member

Advisor (without vote)
Recorder (without vote)

Personnel Director
Personnel Relations Officer

The Personnel Director shall:

(a) Give full intermal publicity to the program and publicize awards
to employees in CIA publications.

(b) Report annually through the Comptroller to the Bureau of the
Budget on the status of the program.

(e) After appropriate determinations have been made , initiate the
documents required to effect payments and act as approving
officer for such payments.

Conditions Governing Awards.

(1)

(2)

(3)

(%)

All civilian employees af CIA are eligible for awards under the
progran,

Cash awards or salary increases awarded under the program shall be
in addition to regular compensation.

Acceptance of cash awards for meritorious suggestions shall be a full
release to the Government from any and all claims by the employee ,
his heirs, executors, administrators, or assigns for the use of such
suggestions.

Not more than one award shall be made to an employee for any one
suggestion unless the actual first year savings are sufficiently
arester than the estimate of savings on which the original award
was ‘vased.

RESTRICTED
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CENTRAL INTELLIGENCE AGENCY REGULATION | | 25X1A

|  2h July 1951

(5) No two employees may be given cash awards or salary increases for the
same improvement except in & shured or group award,

C. Awards for leritorious Buggestions.

(1) cash awards for savings resulting from adoption of a meritorious sug-
gestion shall be based on the estimated first year's savings in ace
cordance with the following teble, unless the Deputy Director
(Administration) determines a different amount is Justified, The
total of such awards shall not exceed $25,000 during one fiscal
year. Awards under this authority are suthorized only for sugges-
tions outside the normal requirements of the duties of the

| suggester,
ANNUAL SAVINGS CASH AWARDS
$1 - $1,000 $10 for each $200 of savings with a

f minimum of $10 for any adopted suggestion.
$1,000 - 10,000 $50 for the first $1,000 of savings and

$25 for each additional $1,000 of savings.
$10,000 - 100,000 2275 for the first $10,000 of savings and
50 for each additional $10,000 of savings.
$100,000 - or more $725 for the first $100;000 of savings and
$100 for each additional $100,000 of savings'
; provided that the maximum award for any one
; suggestion shall not exceed $1,000. i

(2) Awards for Improvements Not Necessarily Resulting in " .v.ngs.
Cash awards may be authorized for suggestions which result in inereased
efficiency, conservation of property, improved working conditions ,
better pervice or other improvements whether or not an identifisble
monetary saving results. Awards shall be commensurate with antici-
pated benefits and will be determined by the Committee.

(3) Honor Awards
Certificates, medals or vother emblems may be awarded:
(a) In addition to monetary awards.

\ (b) In recognition of exceptional service not meriting a cash
award.

(4) sSubmission of Suggestions

Employees may submit suggestions directly to the rersomnel Director or
" through supervisory channels. These shonld . be in duplicate and inclule:

(a) Name of employee.
RESTRICTED
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CENTRAL INTELLIGENCE AGENCY REGULATION

2k July 1951

Division and Office,

Detajled description of the suggestion, with 1 statement of
monetary savings which will result or have resulted in the
first year of operation, or the basis for opinion that other
exceptional benefit to CIA will result.

o~~~
a0 o

% Title and gvade.

(5) Action on Suggestions

(&) The Personnel Director willl:

|
‘}
|
|

(;) Remove the identification of the suggester and submit
each suggestion to the appropriate Offices for review,

(2) submit suggestions concerning orgenization and procedures
to the Advisor for Management for review.

(3) Submit evaluated suggestions to the Committee.
(4) Enter in the employee's file a record of his suggestion.

(b) Whenever the Deputy Director (Administration) believes that a
suggestion would benefit the Federal Govermment generally, he
may report it to the Director of the Bureau of the Budget for
dissemination to all Depariments and Agencies. In such case
no additional award may be authorized for the suggester,

D. Cash Awards or Step Increases for Superior Accomplishments Contributing
to Outstanding Efficiency and Economy in Administration.

(1) Cash Awards for Efficiency

Cash awards may be authorized for savings made in the conduct of an
employee's own operations whether such savings are the result of a
suggestion or other personal accomplishment. Such an award shall
o not exceed 25 per cent of the estimated savings in the first year
' of operation, ncr an amount equal to three times the step increase
of an employee's grade.

(2) step Increases for Efficiency

T A salary increase of one, two or thres steps may be authorized for

& suggestion or superior accomplishment in the conduct of an employee's
own operations which results in such substantial savings to CIA that
limitations on the amount of cash awards would result in iradequate
reward. The annual rate of such a salary increase shall not exceed

25 percent of the estimated savings for the first year, nor three
salary steps in the individual's grade,

(3) Shared or Group Awards |
Where contribution to the improvement of efficiency has been made by

-3-

v Cts 3 gy e e e et e . —




 POrsonne bbb okt 57

SECRET




Approved For Release 2003/04/RESTRIGIBP81-00728R000100130006-4

CENTRAL INTELLIGENCE AGENCY REGULATION 25X1A
2k July 1951
more than one employee, all employess contributing, including
supervisors, may share awards -- each sharing in proportion to his
contribution, The total amount awarded may not exceed the amount
authorized for this type of award. Noi.two employees may be given
cagh awards or salary increases for the same improvement except
in a shared or group award.
() Submission of Recommendations
(a) Where recommendations are based upon a meritorious suggestion,
follow procedures under C. ().
(v) Where, in the review of operations of their respective Offices,
Office heads discover supervisors and employees whose superior
_accomplishments contribute to outstanding efficiency and economy
1+, administration they may recommend awards under this section.
Such recommendations will be forwarded to the Personnel Director.
Each recommendation must be specific and well documented and must
include:
(E) Names of the supervisors and the employees recommended for
awards.
. (g) A complete description of the methods, procedures, organizational

changes, etc., contributing to imyrovements resulting in out-
standing efficiency and economy in administration.

(3) Supporting documentation of the contribution of each super-

T visor and employee where group or shared awards are recommended.

E. Step-Increases for Superior Accomplishment
(1) Awvards:
(a) A salary increase of one step may be granted an employee for:
(_J:) Sustained work performance of a high degree of efiiciency.
' (g) The initiation and development of a suggestion, over and
above the normal requirements of his position, which in-

creases efficiency; or

(;) Special service of an outstanding nature, whether or not
the performance, suggestion or special service results in
substantisl economies.

(v) No employee shall be eligible for more then one such step-increase
within the time period between normal step-increases for his
grade.

(2) Basis for Awards

To qualify for this award the employee must meet one of the following
standerds:

e
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(a) Sustained work performence for a period of ot lesst three
months of such nature that it not only meets the requirements
for the highest attainable efficiency rating but merits dis-
tinction among those who are given such rating or among those
whose current work performance 1s sufficiently outstanding to
Justify such rating; or

(v) 1Initiation of an idea, method or device, which has been developed
and adopted because 1t 1s expected to improve the public service
or provide for more economical operation in the public interest;
or

(c) A speciul act or service in the public interest, related to
official employment, over and above normal position requirements,
of an unusual or distinctive character, where its recognition
as a basis for an additional advancement would serve as a
definite incentive to others.

(3) submission of Recommendations

(a) Office heads may recommend to the Cormittee through the Personnel’
Director employees whose performence merits such recognition.

{(b) Recommendations must include:

(1) A statement that the employee has had & performance rating

T of "outstanding" for a period of at least six months
immediately preceding the date of the recommendation, or
that he merlts such a rating at the time of the recommendation.

(2) A deseription of how the umployee should perform to meet

~  the standards normally expected in the position and a
description of the employee's performence which merited
an "outstanding" efficiency rating. This should include
facts concerning the quantity and quality of work, menner
of performence,] personel tralts, and how the employee's
erformence merits distinetion among other employees rated
"outstanding."

(e) Types of acts or service which might justify such an award are:

(1) Distinguished achievement in improving the morale of

~  employees.

) Outstanding contribution to management or operations.

) Monetary savings to the Government.

) Act, service or valor over and sbove the call of duty.

) Performance which has involved the overcoming of unusual
difficulties.

(
(
(
(
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(&) Examples which by themselves are not acceptable for recommendation
for superior accomplishment awards are:

Long hours volunterily worked.

(1)
2) Loyalty to the service.
3) Performance rating of satisfactory.
(¥) Performing duties of & higher grade, which situation could
have been corrected by reallocation.
(5) Long and faithful service.
| [25X1A
| | o 25X1
' ‘ R ’ Director of Central Intelligence Effective: 2 July 1951 :
I : ‘ ’ Rescinds : Pages 1-7 oleI
i 1 April 1951
|
i
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CENTRAL INTELLIGENCE AGENCY REGULATION

1}y, INCENTIVE AWARDS FROCRAM
A, (1) 1In accordance with this Regulation the Agency may grant employees:
(a) Awards for meritorious suggestions.

(b) Cash awards or step increases for superior accomplishments con-
tributing to outstanding efficiency and economy in administration.

(¢) Step increases for ;:"uperior accomplishment,

(2) The Deputy Director (Administration) is authorized. to approve awards
recommended by the Efficiency Awards Comuittee,

(3) The Efficiency Awards Committee shall meet at the call of the Chair-
man and shall be constituted as follows:

(a) Assistant Director (Personnel) Chairman
(b) Advisor for Management Vice~Chairman
(c) Comptroller Member
‘ (d) Personnel Director Advisor (without vote)
(e) Personnel Relations Officer Recorder (without vote)

(L) The Personnel Director shall:

(a) Give full internal publicity to the program and publicize awards
to employees in CIA Publications.

(t) Report annually through the Comptroller to the Bureau of the
Budget on the status of the program.

(¢) After appropriate determinations have been made, initiate the
documente required to effect payments and act as approving
officer for such payments.

B, Conditions Governing Awards,

(1) A1l civilian employees of CIA are eligible for awards under the
program,

(2) Cash awards or salary increases awarded under the program shall be
in addition to regular compensation,

(3) Acceptance of cash awards for meritorious suggestions shall be a full
release to the Government from any and all claims by the employee,
his heirs, executors, administrators, or assigns for the use of such

suggestions.

(L) Not more than one award shall be made to an employee for any one
suggestion unless the actual first year savings are sufficiently
greater than the estimate of savings on which the original award

- was based, . RESTRI CTED

-1-
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(5) No two employees may be given cash awards or salary increases for the
same improvement except in a shared or group award.

C. Awards for Meritorious Suggestions.

(1) Oash awards for Favings resulting from adoption of a meritorious sug=-
gestion shall be based on the estimated first year's savings in ac-
cordance with the following table, unless the Deputy Director (Admin-
istration) determines a different amount is justified. The total of
such awards shall not exceed $25,000,00 each fiscal year. Awards un-
der this amthority are authorized only for suggestions outside the
normal requirements of the dutles of the suggestg:p. '

M iRNGAT SAVINGS ~ CASH AWARDS Lo T
$1 - $1,000 $10 for each $200 of savings with a

minimum of $10 for any adopted suggestion.
$1,000 - $10,000 iso for the first $1,000 of savings and

25 for each additional $1,000 of savings.
$10,000 - $100,000 $275 for the first $10,000 of savings and

$50 for each additional $10,000 of savings.
$100,000 - or more $725 for the first $100,000 of savings and

$100 for each additional $100,000 of savings

provided that the maximum award for any one

suggestion shall not exceed $1,000.

(2) Awards for Improvements Not Necessarlly Resulting in Savings.
Cash awards may be authorized for suggestions which result in increased
efficiency, conservation of property, improved working conditions,
better service or other improvements whether or not an identifiable

moretary savingi results. Awards shall be commensurate with antici-
pateu benefits and will be determined by the Committee.

(3) Honor Awards
Certificates, medals or other emblems may be awarded:
(a) In addition to monetary awards.

(v) And In recognition of exceptionsl service not meriting a
cash award,

(k) submission of Suggestions

Employees may submit suggestions directly to the Personnel Director or
through supervisory channels. These should be in duplicate and includeﬁ:

(a) Neme of employee,
. RESTRICTED
-2-
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D.

(b) Title and grades

(cg Division and Office.

(d) Detailed description of the suggestion, with a statement of
monetary savings which will result or have resulted in the
first year of operation, or the basis for opinion that other
exceptional benefit to CIA will result.

(5) Action on Suggestions
(a) The Personnel Director will:

Q ) Remove the identification of the suggester and submit
each suggestion to the appropriate Offices for review.

(2) submit suggestions concerning organization and procedures
to the Advisor for Management for review.

(3) submit evaluated suggestions to the Committee.
(4) Enter in the employee's file a record of his suggestion.

(b) Whenever the Deputy Director (Administration) belleves thaet a
suggestion would benefit the Federal Government generally, he
may report itto the Director of the Bureau of the Budget for
dissemination to all Departwents and Agencies. In such case
no additional award may be authorized for the suggester.

Cash Awards or Step Increases for Superior Accomplishments Contributing
to Outstanding Efficiency and Economy amd in Administration.

(1) Cash Awards for Efficiency

Cash awards may be authorized for savings made in the conduct of an
employee's own operations whether such savings are the result of a
suggestion or other personal accomplishment. Sueh an award shall
not exceed 25 per cent of the estimated savings in the first year
of operation, nor an amount equal to three times the step increase
of an employee's grade.

(2) Step Increases for Efficiency
A salary increatie of one, two or three steps may be authorized for

a suggestion or superior accomplishment in the conduct of an employee's

own operations which results in such substantial savings to CIA
that limitations on the amount of cash awards would result in in-
adequate reward. The annual rate of such a salary increase shall
not exceed 25 per cent of the estimated savings for the first year,
nor three salary steps in the individual's grade.

(3) Shared or Group Awards

Where contribution to the improvement of efficilency has been made by

-3-
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more than one employee, all employees contributing, ineluding
supervisors, may share awards -- each sharing in proportion to his
contribution. The total amount awarded msy not exceed the esmount
authorized for this type of award. No two employees may be given
cash awards or salary increases for the same improvement except
in a shared or group award.

(4) Submission of Recommendations

(s) Where recommendations are based upon a meritorious suggestion,
follow procedurcs under C. (4).

(b) Where) in the review of operations of their respective Offices,
Office heads discover supervisors and employees whose superior
accomplishments contribute to outstanding efficiency and economy
in edministration they may recommend awards under this section.
Such recommendations will be forwarded to the Personnel Director.
Each recommendation must be specific and well documented and must
include:

(H Nemes of the supervisors and the employees recommended for
awards.

(2) A complete description of the methods, procedures, organizational
changes, ete., contributing to improvements resulting in out-
stending efficiency and economy in administration.

(3) sSupporting documentation of the contribution of each super-
visor and employee where group or shared awards are recommended.

E. Step-Increases for Superior Accomplishment

(1) Awards

-

(a) A salary increase of one step may be granted an employee for:
(g._) Sustained work performance of a high degree of efficiency.

(2) The initiation and development of u suggestion, over and
above the normal requirements of his position, which in-
creases efficiency; or

(3_) Special service of an outstanding nature, whether or not
the performance, suggestion or special service results in
substantial economies.

(b) Ko employee shall be eligible for more than one such step-increase
within the time period between normal step-increases for his

grade.
(2) Basis for Awards

To qualify for this award the employee must meet one of the following
standards:

RESTRICTED ’
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(a) Sustained work performance for a period of at least three
months of such nature that it not only meets the requirements
for the highest attainable efficiency rating but merits dis-
tinction among those who are given such rating or among those
whose current work performence is sufficiently outstanding to
Justify such rating; or

(b) Initiation of an idea, method or device, which has been developed
and adopted because it is expected to improve the public service
or provide for more economical operation in the public interest;
or

(c) A special act or service in the public interest, related to
© official employment, over and above normal position requirements,
of an unusual or distinctive character, where its recognition
as & basis for an additional advancement would serve as a
definite incentive to others.

(3) Submission of Recommendations

(a) Office heads may recommend to the Committee through the Personnel
Director employees whose performance merits such recognition.

(v) Recommendations must include:

(1) A statement that the employee has had a performance rating
of "outstanding" for a period of at leest six months
immediately preceding the date of the recommendation, or
that he merits such a rating at the time of the recommendation.

(2) A description of how the employee should perform to meet
the standards normally expected in the position and a
description of the employee's performance which merited
an "outstanding" efficiency rating. This should include
facts concerning the quantity and quality of work, meanner
of performsnce, personal traits, and how the employee's
performance merits distinetion among other employees rated
"outstanding."

(c) Types of acts or service which might justify such an award are;

(1) Distinguished achievement in improving the morale of
employees. :

Outstanding contribution to management or operations.
Monetary sevingsto the Government.

Act, service or valor over and above the call of duty.
Performance which has involved the overcoming of
unusual difficulties. )

o o~
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: (d) Examples which by themselves are not acceptable for
| : recommendation for superior accomplishment awarde are:

(1) Long hours voluntarily worked,

(2) Loyalty to the service.

(3) Performance rating of satisfactory.

(L) Performing duties of a higher grade, which situation could
have been corrected by reallocation.

(5) Long and faithful service.

25X1A

D

I

|

| ; Director Effective:

; Rese : Pages 1-7 :
| ‘ : of 1 April 1951 25X1
|
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ENPLOYEE SUGMESTION SUPLRICH ACCOMPLISHMENT MANAGEMENT IMPROVEHMENT

CHARACTERISTICS AWARDS, . PAY INCREASES .. hwnps .

Legal basis Section 1, Public Law - Sectlon 7-2, Publlc Lagr Title X, Public Law 429,
600, 79th Congress 29, Blst Congress 8lst Congress

wegulation Executive Yrder 9817 Section 25,15, Federal Bureau of the Budget

Pergonnel Manual Circular A-8 and Supplement

Type of Act Improvements which Improvements Improvements '

Covered . are not part of Sustained performance Sustained performance
enployee's normal Special acts or Special acts or services
Jjob requirements services

Results Required Must yield tangible Must yheld tangible Must yield tangible savings
savings or savings or in employee's ovm operations
intangible benefits intangible benefits

Type of award Cash 1 step increase Cash or 1, 2, or 3 step

increase

#Honorary awards excluded
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3 July 1951

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT : Revision of Regulation No. |:|

1. This rewrite grants authority to the Deputy Director
(Administration ) NSSNEENEERe-to approve asvards for presentation
by the Director of Central Intelligence or the Deputy Director of
Central Intelligence and will take the workload off the Director's
Office. As your Office becomes approving authority, it was recom-
mended & new Chairman be named. The Committee has recommending
authority only.

2. 'The General Counsel, Comptroller and Auditor have concurred
in the revision. Personnel concurred with the comment that the
Personnel Director should be Chairman of the Committee instead of
the Advisor for Management. This was discussed with Mr.[_____]who
felt that the Advisor for Management was & more meutral official for
determining the merit of suggestions.

3. Recommend approval.

( Advisor for Management

AESTHIGTED

JUL 24
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15 June 1951

MERMORANDUM FOR: Advisor for Management

FROM: Perconnel Director ILLEGIB

SUBJECT: Draft - Incentive Awards Program.

1. I am returning your draft of the Incentive
Awards Program on which you requested my comments.

2. Inasmuch as the entire responsibility for
the administration of this propram seems to be re-
flected in the Personnel Office's responsibility,
I would like to recommend that the Advisor for Manage-
ment be a member of the Committee and not Chairman.
If this recommendation is accepted, I believe the
logical Chairman for a completely personnel function
should be the Assistant Dijrector for Personnel, when
he enters on duty.

25X1A

WILLIAM J. KELLY
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CENTRAL INTULLEGENCE AGENCY REGULATION | 25X1A

1 August 1952

15,  PHERSCNNEL EVALUATLON
A. Policy

In accordance with the basic personnel policy of the Cenbral
Intelligence Apency (See CIA Regulation [ Iy

a program of personnel evaluation is provided as a principal
means of developing and maintaining an effective staff and pro-
moting the most satisfactory relationship between each individual
and hils supervisor.

25X1A

B. Scope of Progrom
The personnel evaluation program includes all stalf employees
and stall agents ol the Central Intelligence fgency vhether
on duty in headquarters or in the field.

C. TForm and Frequency ol Reports

(1) CIA Form No. 37-151, Personnel Evaluation Report, shall be
used to record evaluations.

(2) Supervisors shall prepare & personnel evaluation for each
individual at the end of his first nine months of service
with the Agency and annually thereafter, and at such other
times as directed.

D. Responsibility

The Assisbant Director (Personnel) is responsible for administering

this program.

FOR THE DERECTOR OF CENTRAL INTELIIGENCE:

[t

A8ting Deputy Directvor Effective: 1 August 1
(Administration) Rescind  : Page 1 of 25X1
11 July 19 ‘

CONFIDENTIAL
Security Information .
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16, EFFICIENCY REFORTS ON MILITARY OFFICERS

A. Efficiency reports will be submitted on military officers on duty
with the Central Intelligence Agency in accordance with policies
established by the Personnel Policy Board, Office of the Secretary
of Defense,

B. The immediate supervisor of a military officer will accomplish
efficiency reports at such times, and in such form as may be re-
quired by the parent service of the officer concerned.

C. Subject to the procedures prescribed by the parent service of the
officer concerned, all efficiency reports will be reviewed and en-
dorsed by a military officer who is senior to the officer reported
upon.

D. - The following types of efficiency reports will govern agsignment
relationships between supervisors and officers upon whom efficiency
reports are nrepared:

(1) Vvhere the immediate supervisor is a senior officer of the
sane service, the evaluation will be accomplished on the
form of, and in the manner prescribed by, the parent service
concerned.

(2) Where there is no immediate supervisor of the same service,
the immediate civilian supervisor, or the military supervisor
of another service, will evaluate the rated officer's manner
of performance in letter form. Such report will be attached
to the standard service evaluation report form, which will
have the administrative information portion completed.

(3) Where the detailed nature of the duties to which the rated
officer is assigned contain classified security information,
only a sufficiently brief resume to, represent performance
and duties in unclassified language will be contained in Uhe
report, whether in standard or letter form.

(4) When an evaluation, whether by a military or civilian super-
visor, contains an adverse statement, the procedure to be
followed will be in full conformance with the existing re-
gulations of the parent service of the rated officer,

CONFIDENTIAL

Security Information:

S
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Letter type reports, whether premared by civilian or military
supervisors, will include sufficient information to furnish a
fair and comprehensive picture of the rerformance of the ofiicer
reperted upon. In addition, specific charscteristics upon which
the parent services require evaluation frem time to time will be
brought to the attention of the supervisor concerned at the time
an officer's rating is nrepared,

F. The Chiel, Military Personnel Division, Central Intellirence Agency ,
is responsible for monitorine the prompt submission of adequate
efficiency renorts on all officers assigned to the Central Intel-
ligence Agency by the military services. His office will maintain

' appropriate individual records, files of current service policies

|’ and procedures concerning efficiency reports, and reporting schedules

| : : to insure their promot and adequate submission. This office will

I : notify supervisors of reporting requirements and will provide

| procedural guidance in the interest of conformity. Completed

| reports will be routed through the Chief s Military Personnel

Division, to the appropriate service of the Departmant of Defense,

CONFITENTIAL

Security tnformation
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103 Deputy Director (Administration)
FROM: Chief, Military Personnel Division

SUBJECT: Officers! BEfficiency Heports

1. PROBLEM, To establish a reliable procedure for assuring timely
submission of adequate and valid reports of officer's performance
in a CIA assignment.

2, FACTS BEARING ON THE PROBLEM,

&. CIA procedure for rating assigned officers involves peculi-
arities which are common to a quasi-military organization, snd are
prone to be regarded by the services as Yexceptional® cases which
depart from the military norm. ‘

b. Supervisors are often unfamiliar with accepted rating tech~
niques, with the importance of such ratings, and with the uses of
ratirgs in future actions which affect officers' careers.

c. The organization structure of CIA makes it unlikely that
an. officer's immediate superior will be his senior in the same
parent service,

d. CIA must abide by the regulations of each of the parent
services concerning preparation, content, and frequency of ratings.

e. Ratings in any form must be as comprehensive as security
considerations permit, andcommensurate with the services performed.

3. DISCUSSION,

&, Service procedures for preparing and submi tting reports are
not responsible for the difficulties arising in implementing them
within CIA, Two general areas need improvement:

(1) Education of supervisors in rating techniques.

(2) Administration of administrative control to see
that the obligations of CIA are discherged.

b, The education problem can be readily solved by publishing
comprehensive instructions for use throughout the Agency. Present
instructions leave considerable room for interpretatio sulting
in lack of uniformity. A revision of CIA Regulation and

25X1A
publication and distribution of admimistrative policy notice appear
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edvisable, Enclosing e copy of this notice with each notification that &
rating 1s required, will further insure that complete ilnstructions are
avalleble when and where they are most needed., Draft instructions are
attached as Annexes A, B, and D,

¢» The responsibility for monitoring all aspects of the rating of
officers properly belongs to the Military Personnel Division. Preparation
of ‘the rating itself is a responsibility of supervisors, Each supervisor
should be made aware that his performence of duty is measured, in part, by the
menner in which this responsibility is discharged. The proposed notice is
intended to make this clear,

ds To preclude any tendency by service selection boards to depreciate the
velue of non~stenderd letter reports of officers' efficlency, it is considered
advisable to polnt out to the chiefs of the parent service the problem of
CIA in regard to conventional reting procedures , and the fact that non-
standard ratings will prevail. A draft letter, for the Director's signature,
is attached as Annex C,

L4, CONCLUSION. A vigorous program should be instituted to familiarize all
supervisors with rating techniques and CIA policies and procedures on
the subject.
5. ACTION RECOMMENDED.
a. That attached drafts, (CIA Regulation [ ]| policy motice, and ine 25X1A
structions), be approved end published, (Tsbs A, B, and D) -
b. That the attached policy notice accompeny each request for efficiency
rating.
c. That the attached letter be signed by the Director, Central Intelligence
Agency, and forwarded to the Chief of Staff of each of the services, (Tab ¢ »
with signature slips).
J 25X1A
Colonel USAF
Chief, Military Personnel Division
ANNEXES ¢
a Annex A - Proposed revision, CIA Reglzl 25X1A
Annex B - Proposed notice, DDa
Annex C - Proposed ltr to military services
Annex D - Proposed instruction, MPD

Note: Annex A forwerded under separate cover.

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4 ;
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CONCURRENCES 3

/8/ George E. Meloon
Personnel Director

/8/ F. Trubee Davision
Deputy Director (Personnel)

/8/ Welter Reid VWolf
Deputy Director (A)

'ACTION BY APPROVING AUTHORTTY:
/8/ Walter B, Smith
Director
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Offict™ N H7AM °~ CRITED STATES GOVERNMENT
TO :  Director of Personnel DATE: 2 May 1951

FROM :  Chief, Military Personnel Division

SUBJECT: Military Officer Promotion Policies

25X1A 1. In compliance with memo from Mr.[ |} dated 17 Apr 51, the follow-
ing information is supplied:

2. All Services now handle normal officer promotions through central
promotion boards. The processes are generally as follows:

ARMY: DA Circular 22, dated 28 Mar 51, establishes zones created by
dates of rank, the members of which are automatically considered for promotion
by boards which began convening about 2 Apr 51. This procedure applies to
all officers except general officers and 2d Lieutenants, the latter being
allewed a policy more liberal than the normal zone of consideration.

AIR FORCE: Department of Air Force announces at irregular intervals
by radio messages the zones of consideration by dates of rank which the pro-
motion boards will consider.

NAVY AND MARINE: The Navy Promotion Boards require selection boards
and vacancies for all promotions of officers to the rank of Commander (Navy)
or Lt. Col, (Marine) and above. Selection boards without the vacancy require-
ment are utilized for all lower ranks with the exception of Ensign (Navy) and
2d Lieutenant (Marine), which are allowed a more liberal policy.

3. Two of the Services allow the promotion of outstanding officers
outside the normal zone of consideration upon recommendation by a major
commander.,

ARMY: DA Circular 22 allows major commanders to submit recommen-
‘dations for promotion of outstanding officers based upon time-in-grade
which (for Army) includes Reserve and National Guard time, and is of a
shorter period than the date-of-rank zone. These promotions can constitute
only 5% of the promotions made.

ATR FORCE: Department of Air Force, as mentioned in 2 above,
handles each promotion list separately. Information relative to forth-
coming promotion lists has been disseminated by AF radiograms. It has been
their policy, however, to allow a special "secondary" zone of consideration
for outstanding officers, limiting it, as in the Army, to 5%,

NAVY AND MARINE: Navy has no zone of special consideration for
promotion of officers.
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L. The policy of "spot" promotions and "battlefield" promotions has
largely been discontinued.

ARMY: Battlefield promoticns are allowed only in zones designated
by Department of Army. Korea is the only current area where such promotions
are made, In these cases FEC can promote up to promotion to the rank of
Lt. Col., and DA must approve promotions to Colonel,

AIR FORCE: The Air Force has used "spot promotions" which are effective
only while the officer remains in the particular area in which such promotions
are authorized. At the present time, Korea is the only such area. An Air
Force spokesman at Hq USAF says that such promotions will probably be dis-
continued because of the unfortunate public relations attendant upon an officer's
apparent demotion when he leaves the combat area,

NAVY AND MARINE: The Navy has discontinued its "spot promotion"
policies.

5. It is suggested that a promotion board composed of senior officers
be established within the Agency for the purpose of considering special
consideration-type promotion recommendations (the so-called "secondary zone"
promotions) for the Agency and for proposing action on any other type of
exceptional cases.

6. It is recommended that the several components of this Agency be
advised by regulation, or other appropriate administrative means, that all
military promotions will be processed through the Military Personnel Division.

. . Approved'For Release 2003/04/17 : CIA-RDP81-00728R000100130006-4
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2 May 1951

MEMORANDUM FOR: Assistant Director for Special Operations
Assistant Director for Policy Coordination
Assistant Director for Operations

SUBJECT :  Awards and Decorations

1, The Director has considered the problem of awards and decora-
tions for civilian employses of CIA and has sbated the following policy:

2. Military medals are the responsibility of military
field commanders and should be recommended and awarded by

such commanders in accordance with Defense Department poli--
cies and regulations.

b. Assistant Directors may recommend, upon appropriate
~> occasions, the awards of the Medal of Freedom and the Medal
3 of Merit., Such recommendations, when adequately supported

"and approved by the Director, will be submitted to the Pres—
ident as required by existing law and policy,

g l(dz. It is the opinion of the Director that recommendations for
awards of civilian medals should be relatively rare, particularly in the
case of the Medal of Merit which should be recommended only under very
exceptional cirowwtances.)

WALTER REID WOLF
Deputy Director

(Administration)
cc: Mr, Kirkpatrick
‘oD/P
Pers Dir
pAdv for lgnt - w/background file
tGen Cown

4
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SUBJECT: Awards and Decorstions
TO: Deputy Director (Administration,
FROM: Advlisor for Management

I. PROBLEM: Can CIA grant or secure authority to grant Militeary and Presi=-
dential Awards (Medal of Merit and Medal of Freedom) to civilian

employees of CIA.

II, DISCUSSION: 1. No conversations have been held with the Military
Establishment except by roundebout means.
2. The Director of Central Intelligence could recommend
any milltary personnel or any employees of CIA who are
asslgned or attached to any of the Armed Services for any
of the militery awards under existing laws and Army
Regulations.
3. For awards of military decorations to other CIA
civilisns the General Counsel advises that in their
opinion from the wording of the U. S. Statutes, CIA .
could not recommend military awards for civilian employees
who were not in some way assigned or attached to the Armed
Forces. )
4. The Director may now recommend any CIA employee for the
Presidentisl Awerds (Medal of Merit and Medal of Freedom).
General Counsel suggests it may be more appropriaste to sub-
mit a specific request for each individusl rather than to

request guotas.

III., RECOMMENDATIONS: 1. That specific cases for the Medal of Merit and the
Medal of Freedom be submitted by the Director of
Central Intelligence to the Office of the President
for his approval.

2, That the Director authorize the General Counsel
to open negotiations with the Department of Defense
to determine:
a. The Procedure desired or required to process
recommendations for awards for those employees
who are eligible to receive such awards due to
the fact that they are assigned or attached to
or working in conjunction with the Armed Services.
b. To determine possibilities of securing
exceptions to known Statutes to provide a means
for CIA to process recommendations for awards for
personnel of CIA who are serving in hazardous
positions in foreign areas not in conjunction
with the Armed Services of the United States.
2

IV. CONCURRENCES: _See Tab B ] [ 25X1A.
General Counsel A ‘

V.  ATTACHMENTS: Tab A - List of requested "quotas" by Office.
Tgb B - Comments by Genersl Counsel.

Approved.:

Director or Deputy Director
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T0: Deputy Director (Administration)
FROM: Acting Assistant Director (Personnsl)

SUBJECT: Tour of Duty with CIA (Military Officers)

1. PROBLEM.

To estublish an Agency policy governing the normal tour of duty
period for military officers.

2. FACTS BEARING ON THE PROBLEM.

a. The Secretary of Defense authorizes the detail of Army, Air
Force, Navy, and Marine Corps officers to this Agency to fulfill re-
quirements for personnel with current military knowledge, background,
and status.

b. Military officers, although under the operational control
of this Agency, are governed, in general, by service regulations,

c. Each service has regulations and/or policies that are operative
at present regarding the tour of duty period in any one assignment.
Three (3) years is usually considered by all services as the normal
tour with four (i) years as maximum. The exigencies of the service
determine the extent to which these regulations and/or policies are
followed. (See Annex 1 for extracts from service publications).

d. The Central Intelligence Agency does not have a formal
career program for military officers.

e. Officers assigned to this Agency for duty consist of (1)
Regulars, (2) Reserves who have signed agreements with their parent
service to remain on active duty for an indefinite period and (3)
Reserves who have agreed to remain for a specified period (usually
not over three (3) years).

3. DISCUSSION.
a, Maintenance of military effectiveness is of paramount im-

portance to the service and to the officer., Sinee—duby—with-GEh

b. Rotation of officers in conformance with. service regulations
and/or policies will benefit CIA in that a constant flow of officers
possessing current military knowledge will be maintained. In addition,
2 pool of CIA indoctrinated officers will result, and such officers
could be utilized at a later date, if the service concerned concurse.

RESTRlCTEP
Security |“§°’éal'°n JUN 3 195?
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c. Return of those reserve officers who have a limited service
commitment would be uneconomical provided such officers do not extend
the commitment period beyond three (3) years.

Lo CONCLUSIONS.

8. The establishment of a tour of duty policy would be benefical
to CIA, the service, and to the individual,

b. An effective policy will forewarn CIA employers of officers
of the limited availability period and will permit planning for re-
placements. WMSWO&M%&MMMS%
eases—of—-oritical,-continuinpg—need-for-irreplaceable-offiaers,

5e ACTION RECOMMENDED.

a, That the normal tour of duty be specified as three (3) years
with extension to four (4) years in exceptional cases. (See
Annex 2 for Proposed CIA Regulation),

be That reserve officers who have a limited service commitment
be retained, after receipt of concurrence from the service,
for the full period of such commitnment.

c. That further study be given to the development of a career
program for officers required by this Agency and who desire
CIA duty for an indefinite period.

25X1A
MATTHEW BAIRD
2 ANNEXES:
l. IExtracts from Service Publications
2. Proposed CIA Regulation
ACTION BY APPROVING AUTHORITY:
Fo¥ doncedodt
Approved (dd d), exceptions, if an
PP ( )s p s 9BX1A
5 OLF
Deputy Director
(Administration)
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EXTRACTS FROM SERVICE PUBLICATIONS

Career Management for Army Officers.
The following is quoted from TM20-605, Section IT, par. 12:
112, Tour of Duty.

a. Normal tour of duty will be 3 years except for foreign service.
Foreign service tours will vary with climatic and living conditions
and will be changed from time to time as directed by the Secretary
of the Army. )

Air Force Policy.

The following is extracted from Air Force Regulation No. 36-62 dated
13 February 1952:

ok 46 36 St 36 3b S 4 SE 3k 3¢
KO O (D R T 1

2, POLICY. The following policy is announced for the guidance of all
concerned in carrying out the provisions of section 201(d), Air Force
Organization Act of 1951:

a. Iength of Tour of Duty. Four years is established as the maximum
tour of duty within the Department of the Air Force and the Washington,
D. C, area, This limitation does not preclude the reassignment of an
officer at the completion of a three-year normal tour.

b. Exception to Four-Year Limitation. Subsequent to 18 March 1952,
an officer serving in a current tour will not remain assigned or de-
tailed to duty with the Department of the Air Force or within the
Washington, D. C., area beyond a four-year period except as provided
in paragraph 6. (This includes duty with the Department of the Air
Force and/or other agencies or a combination of such duties.) Exceptions
to this limitation may be made only when a longer period is found to
be necessary in the public interest as the result of a special finding
by the Secretary of the Air Force or the Chief of Staff, USAF, as
applicable. Subsequent to 18 September 1952, exceptions to the four-
year limitation within the Department of the Air Force will require a

—

special finding by the Secretary of the ALr Force. ALl other exceptions

c. Reassignment or Detail. Subsequent to 18 March 1952, an officer
relieved from duty with the Department of the Air Force or other Agency
within the Washington, D. C., area will not again be assigned or detailed
within two years to duty with such department or other agencies within
the Washington, D. C., area, (Exceptions to this policy may be made only
as indicated in b. above.)

RESTRICTED
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Navy Polilcy.

The followlng is extracted from Section C-5102, Bureau of Naval Personnel
Manual, 1946

C-5102. Officer Rotation of Duty, Afloat and Ashore.

LLIE T DR G L LN D
3696 4F 98 3k 3 36 6t 3 St

(11) Normal tours of shore duty for line officers are:
(a) Three years for captains and above,
(b) Two and one-half to three years for commanders.
(¢) Two years for officers below the grade of commander.

(12) Tor officers of the Staff Corps, a regular alternation between sea
and shore cannot always be effected. Normal sequence generally will be:
shore-sea~shore-foreign shore., The sequence may be modified by the
exigencies of the service and the necessity to equalize the character
of total service performed by officers of the same grades. For officers
of the Nurse Corps the normal tour of duty in any one locality within
the United States is 3 years; overseas assignment normally are for a
minimmm of 18 months.

»:x-SpeciaI Note: The Department of the Navy informally stated that the

Navy now considers three (3) years as a normal tour of shore duty
with extension to four (L) years in cxceptional cases, Exigencies
of the service may vary this period in individual cases.

Tour of Duty for Merine Corps Cfficers,

Quoted from Par. 705)4, Marine Corps Manual:
7054 - TQUR OF DUTY.

"], The normal tour of duty at any one location or in any one
organization will be not more than 3 years, and where practicable,
not less than 2 years, except for sea and foreign service. The
normal tour of duty for sea and foreign service will be 2 years."

RESTRICTED
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ER~2-9316
22 May 1952

FROM

3

Executive Officer for Deputy Director (Plans)

SUBJECT ¢ Staff Study from Acting Assistant Director (Personnel)
to Deputy Director (Administration), Subject: Tour
of Duty with CIA (Military Officers), undated, with
two annexes.

g
! MEMORANDUM FOR: Assistant Deputy Director (Administration)

1. In accordance with your infomsl request for comment or
1 concurrence of this office concerning the subject paper, which is
i returned herewith, the following is submitted:

a. This office does not concur in the second sentence
of parsgraph 3,a, of the staff study, This office believes
that service with this Agency broadens an officer’'s general
knowledge and increases his over-all value to his service.
It is therefore recommended that this sentence either be
revised or deleted.

b, The second sentence in paragraph L.b. of the staff
study and the first sentence of paragraph 1,B. of the proposed
regulation refers to Mirreplaceable" officers. This office
does not concur in the use of this word. The only irreplaceable
or indispensible officers are resting in Arlington Cemetery,

It is recommended that the second sentence of paragraph L.b,
: of the staff study be deleted and it is further recommended

! that the words "of irreplaceable personnel," appearing in the

| ' first sentence of paragraph 1,B, of the proposed regulation,

be deleted.

2. Subject to the comments contained in paragraph 1, above,
this office concurs in the staff study and the proposed regulation,

25X1A

Enclosure (1)
cc: A/DD/P(A)
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